
EXPERIENCE

WorkingforReliableFabricating&EngineeringIndustriesfrom May.2010toMarch.2014

Designation:-AccountAssistant

JOBPROFILE:

 OperatingTally9.0,AccountingEntrieslikeReceipt,Payment,Contra,J.VEtc

 PreparingBankReconciliation.

 TDSReturns,CalculationofTDS&Payment.

 MaintainingPettyCashBook,SalarytoStaff&DaytoDayalliedofficeworksi.e.BankingJobs,
MaintainingDaytoDayBankBalanceStatus,andDeposit&WithdrawalofCash/Cheque.


MRS.VASUDHA
OMKARJAGE

BirthDate:-15/11/1989

PermanentAddress:-
Room No.3024thFloorBwing
ZhulelalResidencyUran
NakaNearPanvelNagar
PalikaHospitaloldPanvel
410206

ContactNumber:-
Mobile :7506063156

Email_id:-
Vasudha.jage1989@gmail.c
om

PersonalDetails:-
DateofBirth :15/11/1989
Nationality :Indian
MaritalStatus:Married
Languages :English,
Marathi,
Hindi, .
Hobbies :NetSurfing,

ListeningMusic,Travaling,Dancing

s

EducationalQualifications

Qualification NameofSchool/
College

Board/
University

YearOf
Passing

Remark

S.S.C D.N.CHighSchool Mumbai 2005 IIndclass

H.S.C E.B.MadhaviCollege Mumbai 2007 IIndclass

B.com ManjunathaCollege Mumbai 2010 IIndclass

 ComputerSkills

OperatingSystem :WindowsXP

WordProcessing      :MS-Word,MSExcel,MS-Outlook

Accounting               :Tally9.0,MS-Excel

Presentation          :MS-PowerPoint



OTHER KNOWLDGE

 UploadingTender

 CalculationQuotation

WorkingforANILAGENCIESPVTLTDfrom April.2014toMay.2015.

Designation:-SeniorAccountAssistant

JOBPROFILE:

OperatingBusy14,Rel4.3AccountingEntrieslikeReceipt,Payment,Contra,J.VEtc.
MaintainingPayablesandReceivables.
PreparingBankReconciliation.
MaintainingPettyCashBook,SalarytoStaff&DaytoDayalliedofficeworki.e.BankingJobs,
MaintainingDaytoDayBankBalanceStatus,DepositofCash/Cheque
MaintainingStockStatus
Monthly&DailyReporti.e.DailyCashExpenses,StockStatus,DailySalesReport,CollectionReport
OutstandingReport&MonthlySalesReport,ConsolidatedExpensesReport.

WorkingForM/s.TranslloyIndiaPrivateLtdasASalesAssistantfrom June.2015toJanuary2018

JOBPROFILE:

 Sendingofferthroughmail.
 Co-ordinatewithcustomerregardingdispatches.
 Follow-upwithcustomerregardingPayment.
 Follow-upwithcustomerregardingForm ‘H’‘F’&‘C.’
 PreparingtheLCDocuments.

WorkingForMagnaColoursIndiaPvtLtdasAAccountAssistantfrom January2018toJuly2018

 OperatingTally9.0AccountingEntrieslikeReceipt,Payment,Contra,J.VEtc.
MaintainingPayablesandReceivables.
PreparingBankReconciliation.

Follow-upwithcustomerregardingForm ‘C’.
 PreparingExportDocuments.
 TDSReturns,CalculationofTDS&Payment.

Declaration

Iherebydeclarethattheabove-furnishedinformation’saretruetothebestofmyknowledgeandbelief.

Yourssincerely,
Date:
Place:Panvel Mrs.VasudhaOmkarJage


