 Resume: JUHI SINGH

 CURRICULUM VITAE
2/365, indra nagar, Gangaghat      Unnao – 209861 (U.P.) 

(M) 8931042599 

Email: juhis3412@gmail.com
Juhee Singh

EXPERIENCE:

I have total Experience 6 Years Plus.
· Currently Working with All India tour and Travel as a Sr.  Executive cum MIS Executive in Finance & Accounts Department 
Current Job Profile
· Payment follow-up with local customers across India vide emails, phone calls
· Preparation & reporting of MIS related to credit control function.
· Handling cash and credit agencies 
· Assisting the credit controller during audits.
· Handling Department MIS Excel Report.
· Handling Reconciliation.

· Handling Cash temp credit and Follow-up.

· Handling All Bank Excel file
· Handling Agents Portal.

· Handling Branch level Cash/ Credit Agent.

· Handling All Account Query for Agent on phone.
· Return calls as appropriate, usually per request.
· Distribute/file all incoming mail
· Research, typing, correspondence, Scanning, faxes, and filing.
·  Handling All Computer Work like Letters, Invoice and word Formatting and   Internet.
· Collecting and carrying out complex data analysis in support of management & customer
        request. Also involved in reporting statistical findings to work colleagues and senior           managers.
EDUCATION (ACADEMIC) :

	Year
	Course
	From

	2016
	Completed B.A (Art)
	Kanpur University


	
	Diploma in Basic, & Tally
	Complete Computer Training


	Computer Skills:
	Computer Typing speed:
Internet
	30WPM
Excellent knowledge



	
	Operating Systems
	Windows 98, 2003(Pro.), 2007(Pro), XP (Pro.)

	
	MS OFFICE 

	MS-Office 
(Word, Excel, Power-Point)
Excellent knowledge of Excel and Word.


	
	Account
	Tally


PERSONAL DETAILS :


Date of Birth

  :
15th   Mar. 1996


Father's Name

  :
Shri Nagendra Singh

Nationality


  :
Indian


Hobbies 
      
     :
Book Reading & Suffering Internet

Sex 
      

  :
Female


Marital Status

  :
Single

Current CTC

  : 
12K P.M

Job location preference:
Lucknow.
I shall be highly obliged to you if you will give me a chance to work with your esteemed organization.

Place:
____________

Date:
___/___/2021                                          
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