RESUME
HEMA
Contact /Address 

B-1147, G.D COLONY MAYUR VIHAR 
PHASE �III DELHI - 110096
Mob : 9650569181
OBJECTIVE:

Looking for an entry level position as an accounting assistant to contribute to the company's growth with my interpersonal skills and subject knowledge.

 WORK EXPERIENCE:

1. Presently working in SUNVOICE ELECTRONICS (P) LTD as ASSISTANT (ACCOUNTANT) from March 2015 TO TILL TODAY. 
COMPANY PROFILE:

  An QS-9001 Company leading manufacturing of TV loudspeakers parts like speaker assembly, paper cone, spider etc.

Job Profile:   

· Enter posting of purchase, sales, payment, and RECEIPT collection & journal voucher.

· Verification of bills & reconciliation of total turnover.

· Bank, Debtors & Creditors Reconciliation.

· Maintain cash transaction & petty cash book, preparing cash.

· Day to day cash & bank transactions.

· Preparing outstanding list of Debtor & making Payment follow-up.

· Preparing of Tax invoices, Vouchers & Agency Payment.

· Sales & Purchase total reconciliation of accounts calculating GST. 
· Reconciliation of Bank Statement at the end of month.

· Maintain salary register in MS-Excel.
· Preparing bills of lading and delivery documentation for products, parts, and materials for shipment and routes following customer instructions import and export.
· Tracking of incoming shipments.
· Communicating shipping status with internal customer.
KEY SKILLS 
· Good command over calculations.

· Keen observer.

· Quick learner.

· Loyal towards work and duties.

· Can work under stressed condition.

· Good communication skills.
SOFTWARE skills:

· Good knowledge of MS-office (Word, Excel)
· Working in accounting software (Busy, tally and Finsys )
· Knowledge of Internet & E-Mail

EDUCATIONAL QUALIFICATION: 

· M.COM From IGNOU UNIVERSITY
· B.com From DELHI UNIVERSITY

· 10+2 From CBSE Board

· 10th  From CBSE Board

PROFESSIONAL COURSE        

· ONE YEAR COMPUTER OPERATOR PROGRAMMING ASSISTANT 
· FROM INDUSTRIAL TRAINING INSTITUTE
Personal-Profile

  Father�s Name              :LT. BALAM SINGH 
  Date of Birth


: 27.01.1994
  Sex 



     : Female.

  Marital Status 


: Unmarried.

  Language Known 


: Hindi, English, 
  Hobbies



     : Singing 
Declaration:

 I here by declare that the information furnished above is true to     the best of my Knowledg
Place:




          

Date:                                                HEMA
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