                        Miss Nirmala
 
R-Z-G-7 SITA PURI  PART-2. NEW DELHI-110045                                                                                       M: 7531085950, E-mail: nirmala.josh012@gmail.com

To work in a dynamic and challenging environment, one which would allow utilization of my skills to its best, blended with ever growing learning opportunities that would contribute to the organizational and individual success that inspires the people towards Technology.

· Pursuing MBA (H.R & Financial) with More than 6 years of experience Accountant asst.  & Office Operation Management, activities.

· Currently Associated with M\S CONTINENTAL ROADWAYS PVT LTD” as an Accountant asst. since Aug 2009  
· Presently I am working as an Accountant asst.
· Deft in handling the Office Operation Management, Handle receptions, prepare & maintain patty cash book, Prepare bills & take stock record. 
· An effective communicator with excellent management skills and strong analytical, problem solving & organizational abilities.

Organisational Experience

                                    M\s. CONTINENTAL ROADWAYS PVT LTD




                            

(Accountant asst.)
Proficiency Forte 
Accountant asst
· To prepare & maintain pretty cash book 

· To prepare bills & maintain sales register off all ever branches 

· Accounts works on Tally Erp. 
· Take daily stock all ever branches

· Handle receptions and take couriers, incoming calls, and clients.
· Maintain and handle all queries related with official work

· Prepare bills & take stock record 

· Coordinate all official queries with staff.  
ITS Skills

· Operation Systems :     Windows7, Windows XP/2003/2007

· Software Known :         MS Office, Internet , Operating Knowledge -Tally Erp 

· Other :
                             Expert in documentation using MS tools, Email, Internet access

Soft Skill:
·  Ability to Multi-task with the environment

· Fast Adaptation

· Passionate Learner

· Good Listening, Communicating skills.

Scholastics

 2015                                      Pursuing MBA From SVS University   (Final Year)             
2011


B.com (Pass) from Delhi University.


2008

 
12th from CBSE. Board 
2006


10th from CBSE Board 
Personal Details
Father Name:
    Mr.D.K Joshi
Marital Status: 
    Un Married

                         

Nationality: 
    Indian

Ability:                       A keen learner with an ability to maintain Focus, Good Performer, Hardworking Attitude

                                   & Logical Thinking, Confident, Motivating & Result Oriented. Leadership Qualities,  

                                   Communicative Skills, Adaptive, Team spirit, Confidence,

                                   To the point and transparent communication, Ability to stay focused and motivated,

Sex:

   Female,                 

Hobbies:                  Study, Music etc.
Salary Expected:   Negotiable

Date of Birth: 07-02-1991
I solemnly affirm that the information given above is correct.

Date……………….

Place………………                                                     (Nirmala )
