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Carrier Objective
I offer maturity well developed sense of Responsibility and willingness to Hard work.  I have ability to judgment and Decision in determination plans and in Using date to control performance and Progress against plans.
Work Experience 
ADHAARSHILA VATIKA 
Designation
:
ACCOUNTANT

Work Period
:
June, 2007 to Till date

Presently working as an Accountant with Aadharshila Vatika(Play school) at Gujranwala Town. Well equipped playway & pre-nursery school for kids with its own play ground and swimming pool. It’s a branch of ADHAARSHILA VIDYAPEETH (CBSE Affiliated).
Job Profile

· Maintaining Complete Accounts work which includes – 

1. Maintaining Consumable & Non Consumable Stock Register.

2. Handling accounts on Tally 9.0
3. Bank Reconciliation
4. TDS (Challans) & Return

5. Maintaining House Keeping Bills, General Expenses etc.

6. Preparing Balance Sheet for Income Tax Return.

7. Handling Cash – Receipt & Payments

8. Handling Fees

Other Activities:
· Public Relation – Attend parents and demonstrate them school activities, facilities and fee structure.

· Preparation of Syllabus for whole session.

· Attend class and Interact with new comer kids to settle down.
· Working as a computer teacher.
CALCO POLYCHEM PVT. LTD. 
Designation
:
ACCOUNT ASSISTANT

Work Period
:
Jan., 2007 to June, 2007

M/s Calco Polychem Pvt. Ltd. is the largest manufacturer of Masterbatches and Fillers and have a network of dealers spread throughout country.
Job Profile

· Assists Accounts Manager in following works – 

1. Preparing Monthly Sale & Purchase.

2. Updating daily Sale Invoice & Purchase Invoice in Tally 7.2
3. Maintaining Stock Registers.

4. Maintaining Records of pending C-Forms.

5. TDS (Challans) & Return

6. Sending Payment & C-Form Reminders to customers

7. Maintaining Receipts & Payments

8. Maintaining Balance Sheet

ARIHANT POLYMERS PVT. LTD. 

Designation
:
ACCOUNT ASSISTANT

Work Period
:
Feb., 2005 to Jan, 2007
M/s Arihant Polymers Pvt. Ltd. is the manufacturer of toys, tri-cycles and other playing articles for kids.

Job Profile

· Assists Accounts Manager in following works – 

1. Preparing Monthly Sale & Purchase.

2. Updating daily Sale Invoice & Purchase Invoice in Tally 7.2

3. Maintaining Stock Registers.

4. Maintaining Records of pending C-Forms.

5. TDS (Challans) & Return

6. Sending Payment & C-Form Reminders to customers

7. Maintaining Receipts & Payments

8. Maintaining Balance Sheet

· Worked with Commercial Law Publisher’s (I) Pvt Ltd Opp. to Tis Hazari Court for one year.

· Worked with Nirmal Trading Company G T Karnal Road for one year.

Professional Qualification
Done Diploma in Office Management from New Delhi YMCA in the year 2004 With 62% having a speed of 80 words per min. in Shorthand.
Technical Qualification
One Year Diploma in Computers from GCC, Delhi

[Contents: MS-DOS, MS-Office, DTP-Paint, Financial Accounting – Tally 4.5, Tally 5.4, Tally 7.2 (with Inventory)]
Academic Qualification
· B.Com .(Pass) through Non- College from Delhi University 

· Passed Senior Secondary Examination from C.B.S.E., New Delhi

Personal Details
Date of Birth

:
14th December, 1985
Husband’s Name 
:
Mr.Anurag Rawat
Strength

:
Optimistic
Self-starter

Committed
Positive Approach
Interests

:
Listening to music, Making Friends, Reading Books
Languages Known 
:
English, Hindi, Punjabi
Place  : ________________

Date   : ________________



            (MANSI RAWAT)

