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	OBJECTIVE

	
[image: ]	Office Administrator and General Bookkeeper with 4.5 years of experience using both single-entry and double-entry systems in Educational sector. Aspiring to use my strong organization skills and attention to detail to support the financial department.




	SKILLS


[image: ][image: ][image: ][image: ][image: ][image: ]Problem Solving
Strong Work Ethic
Data Entry Skills
MS Office Proficient
Leadership


[image: ][image: ]Book Keeping Skills
Time Management




EXPERIENCE

[image: ]
GENERAL BOOKKEEPER & OFFICE ADMINISTRATION
Holy Heart Presidency, Amritsar: Feb 2016 – Till August 2020
· Performed financial calculations such as amounts due, interest charges and balances.
· Accessed computerized financial information to answer general questions as well as those related to specific accounts.
· Ledgers checking.
· Bank reconciliation.
· Posting the bills of expenses.
· TDS of contractors and employees every month.
· Preparing reports for audit at the end of the year.
· Maintenance of students and staff records.
· Preparation of staff salary.
















PROJECTS UNDERTAKEN
· Top Women Entrepreneurs of India. 
· Consumer Behavior
· Cleared Common Proficiency Test (CPT) conducted by ICAI






 
HOBBIES
· Music, Travelling, Badminton, Cooking. 



B. Com (2013)
BBK D.A.V College Amritsar, with 64.5%

EDUCATION
Higher Secondary (2010)
Bhavan’s SL Public School Amritsar with 79.4%

10th (2008)
Bhavan’s SL Public School, Amritsar with 74.8%
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Guru Ram Dass Colony ,  Jal  

Office Administrator and  General Bookkeeper with   4 .5   years of experience using both single - entry and  double - entry systems  in Educational sector . Aspiring to u se   my strong organization skills and attention to  detail   to support the financial  department.  
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EDUCATION  

PROJECTS UNDERTAKEN      Top Women Entrepreneurs of India.       Consumer  Behavior      Cleared Common Proficiency Test (CPT) conducted by ICAI  

Problem Solv ing  

B.   Com   (2013)   BBK D.A.V College  Amritsar ,   with 64.5%  

OBJECTIVE  

GENERAL BOOKKEEPER  & OFFICE  ADMINISTRATION   Holy Heart Presidency, Amritsar: Feb 2016  –   Till   August 2020      Performed financial calculations such as amounts due, interest charges   and  balances.      Accessed computerized financial information to answer general questions as well as those  related  to specific accounts.      Ledgers checking.      Bank reconciliation.      Posting the bills of expenses.      TDS of contractors and employees every month.      Preparing reports for audit at the end of the year.      Maintenance of students and staff records.      Preparation of staff salary.        

A ASHIMA JUNEJA    

Book Keeping  Skills  

10 th   (2008)   Bhavan’s SL Public School,  Amritsar with 74.8%  

                                                                                                          HOBBIES      Music, Travelling, Badminton, Cooking.                             

