Name – Priya Gupta
Email – priyag09@live.com
Mobile - 8860406002
Current location - Delhi

Career Objective 

A suitable & challenging position in an organization that draws upon my strengths & allows me to rise above the routine. To learn & grow at every given opportunity & there by prove to be an 

asset to which ever organization I am associated with and enhance my legal and secretarial skills.
Educational Qualification
· Pursuing CS (Final) from ICSI &  M.Com from IGNOU. 
· Passed B.Com  from Laxmi Bai College, Delhi in 2013 with 57% 
· Passed Intermediate (Commerce) from C.B.S.E Board in 2010 with 64.5 % 

· Passed High School from C.B.S.E Board in 2008 with 50%


Work Experience
Working as a  Account Executive / Backend Executive in H.P Sharma & Associates at Keshav Puram From1.08.2015 to Till Now.

-Assisted in preparation of minutes of General Meeting, Board Meeting, and EOGM.
-Assisted in preparation of annual report of company.
-Audited statutory registers and books and filling of E-Forms.
-Assisted in Matters of Taxation, Filing of Returns. 
-Assisted to Shifted of registered office.

-Completed process of Striking of Company.

- Assisted to follow right issue.

- Registration of Digital Signature.

- Fully knowledge of MCA process.

- Appointment & Resignation of Directors & CS.
- Preparing other MIS Data as per requirement.

- Paying NDPL & Mobile bills through online.

- Handling the Accounts Function of the office
Equity Market Training

· 3 Months Equity Market Training from M/s Nirmal Bang Securities Ltd. At  Pusa Road, Delhi


COMPUTER PROFICIENCY

-Proficiency in using MS Office (Word, Excel, Powerpoint), 2010 
-Internet & related application and Hardware.
-Accounting Software – Tally

SOFT SKILLS

-Excellent Communication skills.
-Professional and decent behavior.
-Accountability and adaptability to changing environment.


Personal Details:

Father’s Name  

:
Sh. Ram Kumar Gupta                  
Date of Birth   

:
09th Oct’1992

Marital Status

:
Single

Languages Proficiency
:
English & Hindi        
Address                     
 :         1919/145,Ganesh Pura-A, Shanti Nagar, Delhi-

                                                      110035 
Hobbies


 :        Studying & Listening Music

References
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Place: Delhi
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