RESUME
SHERSINGH PANDIT.

Sherawali chal Room No-7, 

Nehru Nagar Road No-5, 

Near Rajesh Medical,

VileParle(West),Mumbai 

400056.

Mobile -8369962171
Email: shersinghpandit@gmail.com
Recent Working: -
Designation – Account Executive & Admin at Medlife International Private Limited (2 Jan 2017 to 31 Jan 2020 )
Job Responsibilies:

· Cash Handling on daily Basic.
· Cash Deposit on daily basic.
· Bank Reconciliation on daily basic in Tally ERP 9

· Resolving Customer all complaint. 
· Tracking all Order Record.

· Making all Report on daily basic in excel sheet.

· Tracking of all stocks on monthly basic.

· Handling of Petty cash.
· Responsible for arranging POS rolls, Shopping carry bags and stationery requirement.
· Maintaining Office Supplies (Stationary, Cartridges etc.) & Coordinating with Vendors.
· Monitoring Conveyance Claims made by Employee, Verification of bills & Approvals for the payment 
(Including Vendors).
· Managing the facility management including Housekeeping & Security Channel of the Offices.
· Rest All Remaining Office Admin Work Related issues is Resolved by Me

Designation – Cashier at Charagh Din Showroom Of Shirts (7March 2016 to Dec .2016 )
Job Responsibilies:

· Sale Entry.
· Cash Handling on daily basis.
· Maintaining Sale Register.
· Bank Reconciliation on daily basis.
· Daily Basis Cash Deposit in Bank.
· Making Daily Sales Report.
· Responsible for arranging POS rolls, Shopping carry bags and stationery requirement.
· Preparation of Various as Requested by top management.
Work Experience: (Past)
Designation – Cashier at DIGI WORLD Shakuntala Sales  (From April. 2015 to Dec.2015)

Job Responsibilies:

· Purchase of New Stock Bill entry
· Sale Entry and Generating Bill
· Cash Handling on daily basis
· Maintaining Sale Register
· Tracking of godown import & export , Maintaining books for the same
· Maintaining of cash flow by daily going for deposit & Withdrawal and doing bank Related for the company.
· Preparation of Various as Requested by top management.
· Handling of Petty cash.
EDUCATIONAL QUALIFICATION

	Name of Institution Attended
	Year
	EXAM PASSED
	PERCENTAGE/CLASS
	BOARD

	Rose Public School 
	2008
	C.B.S.E. (10th)
	43%
	Delhi Borad

	D.N.Y. College
	2010
	L.N.M.U. Darbhanga (12th)
	58.40%
	Bihar Board

	J.N. College
	2013
	L.N.M.U. (B.COM)
	62.12%
	Bihar Board

	R.K. College
	2015
	L.N.M.U. (M.COM)
	71.25%
	Bihar Board


Extra Qualification:
	Softech Computer Academy 
	 Completed 1 Year Course A.D.C.A.(Additional Diploma in Computer Application) 


Software Known: P.M.S Dynode , Tally , Window 7 ,Microsoft Office, Admin App.
                                                                         Skills
	· Email tracking & Communication 

· Reconciliation of AP & AR Account
· Learning & Hard Working

	· Tracking of Expenses & Invoice 

· Maintaining Petty Cash 

· Handling Junior Accountant 




Personal Details:
Date of Birth


:  
07/04/1991
Marital Status


:
Married 
Caste



:
Hindu  
Sex


           
:           Male
Nationality

          
:           Indian

Languages Known   

:  
English & Hindi      
    
Areas of Interest
            :  
Listing Music & Travelling New Places 
Date
:  
Place
: Mumbai






(SHERSINGH PANDIT)
