
Snehal Bhaskar Parab.
Contact: +91-7045728575  

Email: snehalparab1994@gmail.com

Career Objective:
To be hard working professional and honest individual managing ambiguity and change, constantly and rising above expectation to set new standard.

To integrate knowledge into practice and derive the best from experience constantly striving to better myself and contribution to the growth of the growth of those around me.













Experience:
Current worked with Aluline Systems Pvt.Ltd as an Acccount Assistant
 ( 1Feb.2019 to till Date )

Job Profile:

· Sending the mail to clients.
· Filling documentation.
· Sales & purchase bill entry.
· Prepare Sales & Labour Bills in Excel.

· Prepare outstanding payment list in Excel.
· Handling Phone Calls.
· Prepare expense vouchers in excel.
· Prepare F.O

Worked at Gemini Arts as an Account Assistant. 
( 1 April 2016 to 31 January 2019 )
Job Profile:

· Maintain Purchase & Sales Book.
· Received Product entry in excel.

· Sales & Purchase Bill Entry in X-FAD Software.
· Pass Cash & Bank Entry. (X-FAD Software)
· Filling Documentation.

· Prepare Bank Stock Statement.

· Experience in handling admin related work 

· Handling calls 
Worked at Ashapura Engg. & Pipe Fitting Company as an Office Assistant.
( 5 May 2015 to 31 March 2016 )

Job Profile:

· Maintain Purchase & Sales Book.
· Received Product entry in excel.

· Register customer complaint. 

· Dispatch Product.

· Attend Customer.

	EDUCATIONAL QUALIFICATIONS

	        EXAMINATION
	         BOARD / UNIVERSITY
	                CLASS

	B.Com.
	Mumbai University
	First class.

	H.S.C.
	Pune Board
	Second Class.

	S.S.C.
	Kolhapur Board
	First Class.


Computer Skills :
· Operating System Windows- XP, Windows -7, Windows 8 & 10.
· Basic Knowledge of Ms- Office.
· Knowledge of  V LOOK UP & H LOOK UP
· Passed MS-CIT
· Tally ERP 9

Personal Information:
Permanent Address:

Snehal Bhaskar Parab

At Post –Adavali, Tal. Malvan, 
Dist. Sindhudurg - 416614

Date of Birth

:  9th December 1994
Gender


:  Female
Marital Status

:  Single
Strengths

:  Quick learner, Hardworking and Polite
Language Known
:  Marathi, Hindi and English.
Interest

:   Listening music, and reading Book.
Commitment:
I am totally committed towards my work. Given an opportunity I promise to work hard with zeal and dedication.
Yours Sincerely,

          (Snehal B. Parab.)            
Date:

                                                                                                
Place:
Address – 


A/102, Blue Bali Society, Navapada Subhash Road ,Dombivali (W) 


Thane 421 202
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