CURRICULUM VITAE         

           






Priyanka Gaikwad
Room no 2, jagtap chawl
Talav Pakhadi Road,

Sahar Road , Andheri (E)

Mumbai – 400 099

Tel - (M) – 9967379778                                                                        Email: priyagaikwad1993@gmail.com
  

 

                                                               OBJECTIVE

 
•     I the undersigned Priyanka Gaikwad wish to apply for suitable position in your esteemed organization, which can enable me to prove my skills and ability at my very best to the satisfaction of my superiors.

  CAREER EXPERIENCE:
         C.J Jewelleries Pvt Ltd
Department: - Accounts
Designation: - Account Assistant
           Currently working with C.J  Jewelleries Pvt Ltd (Seepz)  from  July 2013 to till date.

Responsiblilites  (Work Profile)
1. Maintaining petty cash and other Cash account
2. Maintaining Stores Purchase and consumption for accounts record.

3. Tallying Po,challan,bills and doing entries in tally

4. TDS bills entries

5. Freight bills entry,checking and maintaining record in excel 

6. Purchase entries for raw-materials diamond, colourstone, cubiczirconai, finding in tally 

7. Preparing GSTR-1 & GSTR2 Report

8. Maintaining contractor details

9. Making Party payments through cheques and online

10. Preparing statutory report in excel
11. Managing Proper filling of documents

12. Maintaining canteen records

13. Maintaining and transferring salary loan and advances record

14. Know to make the gate passes for 1day,6 month,1year, vehicle
15. Making Bank US$ Payment documents 
16. Making Export Closing documents for Bank

17. Maintaining import record for Loan, repair, returnable, Remaking
18. NEFT,RTGS,DD Making

19. Export, Import Followup and documentation submission in NSDL Seepz online
20. Documentation and process for Jobwork, subcontract, temporary removal, DTA Procurement, BOE

21. LUT renewal and extension process
22. Jobwork Permission Letter Prcosses 
23. Closing export and import, temporary removal data in NSDL

24. Preparing Audit reports as per Auditors requirement

25. Workers OT Working and Payments.
26. Making Letter for different reason like seepz permission, bank query,general
EDUCATIONAL QUALIFICATION 

         Secondary Schooling (Mumbai University 10th Standard) Passed from 
Our Lady of  Health High School (Sahar) .
          Senior Secondary Schooling (Mumbai University 12th Standard) Passed from 
           Chetna College  (Bandra)
COMPUTER KNOWLEDGE


1. TALLY ERP-9 & PRIME.
2. SMART SALARY SOFTWARE

3. EXCEL WITH FORMULAS

4. MS WORD

5. POWERPOINT

PERSONAL INFORMATION

 
Date of Birth & Age                    :      17th March, 1993 / 27 Years.

 

Religion

                  :       Hindu

Sex   


                  :       Female

Marital Status                             :       Married.

 
Languages Known                      :       English, Hindi & Marathi.

 

Interest                                         :        Reading, adventures, listening Music                
AIM :      To work hard and to achieve Goal, Keep learning new things from others,  love to communicate so can increase the communication skills. To be focused and give 100% .
                                                                                                     (Priyanka Gaikwad)

