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D.O.B: 04TH MAY 1992

     



Gender: Female

EMAIL ID   :  priyankabait1@gmail.com

EDUCATION

Degree

- Master of Commerce (M.COM)
Name of s
Institution

- University Of Mumbai

Year

- 2015
Class Obtained
- Second Class

PROFESSIONAL EDUCATION 

Degree

- Maharashtra State � Certificate in Information Technology (MS-CIT)
     

- Basic Dos, Windows, Excel 2010.
Degree
- Diploma in Computerised Accounts (Tally ERP 9.0)          
Name of 

Institution

- Webtech computers, Navi Mumbai 

Year

- 2010
 EXTRA

 Completed English Type Writing 30 W.P.M.

LANGUAGES KNOWN

English, Hindi, Marathi 

EXPERIANCES

· Dashmesh Air-conditioning Engineers Pvt Ltd.  As an �Accounts Assistance”.

Period � 2 Months
Job Profile  
· Preparing Cheques & vouchers.
· Handling Petty Cash
· Filling of Invoices

· Satguru Carriers.  As an �Accounts Assistance�.

Period � 26th May 2015 to 7TH September 2015
 Job Profile 

· Handling Petty Cash

· Filling of Invoices

·     Pratap Organics Pvt Ltd as �Accounts Assistance”.
Period � 7th December 2015 to 15th September,2017.
 Job Profile 

· Accounting Entries in Tally ERP 9.0 

· Preparing Cheques & vouchers.

· Bank Reconciliation Statement. 

· Purchase & Sales Entry in Tally.
· Payment & Receipt entries in Tally 
· Petty Cash Handling
· Regular follow up with Customers 
· Customers & Vendor Account Reconciled
· Payments received from customer to be knocked off against respective invoices.
· Preparing purchase order & GRN  in SAP software

· Entry of Purchase Invoices, Expenses, Cheque Payment & Receipts Entries in SAP Software

HOBBIES

Listening Music & reading, 
PROFILE

I am a self-motivated person with ability to learn and relearn quickly and adapt to different and changing situations.

           	Current Address:


VRIDAVAN COMPLEX I-302,


SECTOR 09, PLOT NO 52,


KHANDA COLONY, NEW PANVEL (W),


PIN 410206,


MOB 8108958726
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