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	Carrer Objective



To enhance my skills, to the fullest and became a good team member and prove an asset to the company I work with.

	Professional Experience                                                                                              




Admission counselor                                                                                     Feb 2019- Feb 2023
TSD Elevate (Institute for Chartered Accountancy)
(Sister concern venture of Tarun IAS under Tunir Subho Private ltd)


· Making calls on everyday basis and advise students about the course, its fee structures, duration and the scope of that course
· Converting the leads which has been generated from calls
· Handling the face to face enquiries and on calls also
· Managing the students data and their full admission process
· Taking follow ups with the students and resolves the issue if any problem occurs.
  



Accounts Executive
Cape valour Services pvt ltd


· Maintain records of vouchers, invoices, payments etc.
· Hadling day to day accounting
· Communicating with clients and vendors through phone calls or email
· Handling Petty cash
· Handling all bank related work

   
  
	EDUCATIONAL QUALIFICATIONS:





	 Academic Qualifications

	Examination Passed 
	Board /School /College /University
	Marks in (%)

	M.Com
	CCS University
	66%

	BBA

	CCS University
	68%

	
XII Standard

	V.I.C (Bulandsheher)
	57%

	
X Standard
	V.I.C (Bulandsheher)
	53%



	Computer Skills



· MS office (Word, Excel, and Power point), Internet application.
· Strong Work in Ethic Problem Solving
· Tally 9.0
· Typing Speed 30 wpm


	Personal Details

	Father’s Name:
	Mr. Stayavan Sharma

	Date of Birth:
	Sep 04, 1994

	Present Address:
	Vaishali, Ghaziabad (UP)

	Areas of Strength:
	Positive approach to challenges

	Languages known:
	English & Hindi 


 
 
 I do hereby declare that the above given details are true to my knowledge.
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