Deepa Garg
Address:




        
             
Ward No.12

Near Mama Bhanja Shop

Ellenabad-125102

Distt.- Sirsa (HRY)







 





                                                                         




Contact No: 70151-07536/98122-81156

 Email: dipagarg2013@gmail.com
Objective
Looking for an entry level position as an accounting assistant to contribute to the company’s growth with my interpersonal skills and subject knowledge. To grow along with the organization to reach at senior level, where my skills & sincere efforts could be utilized for achieving the organization goals.
Core Strengths
· Strong interpersonal skills. 

· Always ready to accept challenges.

· Loyal towards work and duties.
· Good communication skill.
· Good command over calculations.

Educational Qualifications
· Pursuing MBA with HR from GJU, Hisar.
· B.Com from KUK in year 2013.

· Higher Secondary passed from HBSE Board in year 2010.

· High School from HBSE Board in year 2008.

Computer exposures
· Application Software- MS Office 2003 , Windows 7, XP. 
· Knowledge of Internet Browsing.
· English Typing with 25 W.P.M.
· Tally 7.2, 9.0 
Work Experiance
· Worked as Block Coordinator (Sirsa) in Saakshar Bharat Mission, Sirsa from Feb-2015 to Feb-2018.
Work Profile:-
· Prepare reports on accounts payable and accounts receivable.
· Review the details provided by the Officers, distribute the payments and edit the billings.

· Supervise and train the new joiners.

· Process the payable invoices Monthly.

· Perform daily entry of accounting and monthly perform checking and updating.

· Mail the urgent information to the regarding clients.

· Maintaining the official files.
· Prepare monthly reports.
·  Worked on online government sites of Block Development & Panchayat Office.

· CM Window portal ( Download & Uploading complaints)
·  Indira Aawas Yojna ( Generate IDs, upload form for installment in which term beneficiary applied wheather IAY, PAY & PMAY and Freeze Accounts).
· E-Billing ( Generate Unique Code, prepare E-salary).
Achievement
Awarded as Best Block Co-ordinator (Sirsa)  by ADC-cum-MS, ZLSS, Sirsa.

Interests
· Reading Historical Books.

· Listening Hindi music.

· Playing Badminton.
Personal Particulars

· Name:                           Deepa Garg
· Father’s Name:
            Lt. Pawan Kumar 
· Date of Birth:             
2nd  May, 1994
· Sex :


Female

· Martial Status :           
Single

· Language Known:       
English, Hindi, Punjabi
· Nationality :               
Indian

Declaration

I here by declare that the informations furnished above are true to best of my knowledge.

Place: Ellenabad.


                                                    

    
Date:







         
        Deepa Garg
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