                                             CURRICULAM VITAE
   Anju

Mukanpur Delhi -110042
Email Id-anjug4792@gmail.com
Career Objective

To work in a growth oriented organization where acquired knowledge, skill and Experience will be utilized for continuous growths and advancement.
Work Experiences 

Organization  :-                M/s Decco Appliances Pvt. Ltd.

Position:-                            Sr.Office  Executive
Company Location:-      Rohini, Delhi (Head Office)
Working Period:-           1st March 2014  to Present 
Responsibility:-          .   Maintaining Attendance Record of Employees .
                                               .   Maintaining Sales & Purchase record.

                                               .   Made Cr. & Dr. Note.

                                               .   Prepare payment overdue  & Sales v/s Collection Report



     .   Maintaining Document.



      .  Making Performance Report of ASM




      .  Checking TA.DA. Bills of ASM.




      .  Maintaining Stock Details in Excel.




      .  Maintaining Accounts statement of parties 




      .  Process Sales Order and coordinate with dispatch section. 

        


      .  Make dispatched record & provide all type of dispatched detail to                         


         buyers.




      . Day to day office work.




      . Answering incoming calls about relevant work.




      . Mange Petty Cash of Office.




      . Coordinating Incoming and outgoing Mails.




      . Responsibility for material /spare parts requirement & response 

                                            to senior.



                    . Managed calendars and appointments.

                                            .Preparing price list and schemes with the senior.

Academic Qualification
·  M.Com From IGNOU

· Graduate in B.com From DU

· 12th Pass From CBSE
· 10th Pass From CBSE

Professional Qualification

One year Diploma in Computer Accounting from IFA

Strength 









Responsibility

Regular

Skill
1.) Basic Computer

2.) Tally erp9

3.) Internet
4.) MS Excel , Goegle Sheet and MS Office.
Personal Information
Name              :-       Anju

Place of Birth:-       Jahangir Puri
Citizenship     :-      Indian

Date of Birth  : -     10/oct/1992
Gender            :-      Female

Contact No.    :-      9540415203

Email ID         :-      anjug4792@gamil.com
Total Work Exp.:-  6 years 
Optional Personal Information
Marital Status   :-   Unmarried 


I hereby declare that the information furnished above is true to the best of my knowledge.

Dated------                                                                              Anju Gupta

