Akanksha Ajay Birodkar

Irani Chawl No.2, R.No.33

G.D.Ambekar Marg,

Kalachowki, Mumbai - 33

Email:akanksha.birodkar@rediffmail.com

Mobile No : 9892287021

Tel No. 91 – 22 – 24701330
Objective:


To contribute efficiently & positively the growth of the organizations and develop myself professionally with sincere & hardworking efforts.

Summary:

Work experience of about 11years.

Educational Qualifications:


B.COM Appeared.

Technical Qualifications:


Completed Diploma in Computer operations & On Line Date Entry From A- plus. 

Computer Proficiency:

Sound knowledge of windows Ms-Word, Ms-excel, Power Point, Internet Surfing, Email

Current Professional Summary:


At present working as a office Assistant, in Leela Tubes Pvt. Ltd, Located at Daman since last 10 months.

I am efficiently handling all type of banking correspondence for the company. I am also carrying responsibilities like purchasing preparing Daily balance, excise works etc. I am also involved in documentation work such as preparing Quotations, letter etc.

Previous Professional Summary:

Form May – 2000 to Nov.2009, I have worked with Kate Group of Companies as a office assistant. I used to handle petty cash, handling calls & transferring them on EPABX, Salary of workers & office staff, handling daily balance & office routine work.
My Strengths:

Totally committed, can work efficiently under pressure, able to relate well at all level, very sincere, hardworking & good administrative power.

Personal Details:

Name

 
:  
Mrs. Akanksha Ajay Birodkar

Date Of Birth

:
 08/07/1976.

Martial Status 
: 
Married

Languages Known 
: 
 English, Marathi & Hindi.

Hobbies

: 
Net surfing, Reading, Social Work

Current CTC

:
Rs.7500/- Per Month

Expected CTC
: 
Rs. 10,000/-
Notice Period

:
1 Week from the Appointment Letter.  

