Shruti Jambu

Skilled tn financial recerd-keeping and dato entry. Strong analytical thinking and
problem=solving oblities ensuwre accuracy in tosks. Effective communicator with
colloborative approoch fo teamwork. Encel af manoging deadlines and adapting to new
challenges.

PERSUNAL PROFILE
a Jambuser, India , 392150

© 919429290474

e shrutijambuT @gmatl.com

SKILLS

* Mastersd Tally soffware for
occounting and finance tosks

+ Mastered odvanced Excel
technigues

+ Handlad Word files

CUSTUM SECTION

= Tally Seftware
= Advanced Encel
« Tally Aceounting
» Ms Word

» M5 Power polnt
- TOS

* Verba! communication
+ GST

» HLOPKLUP

- VLOEPKLUD

* Bivot Toble

« HTML

EXPERIENCE

DIA2008 - Q82009

T0/T083 - 12-8083

Aecounfont

CA Uffice Jolpesh Gondhl & Asvociofes - Jembusar | India
Utilised accounting software to input data, gme.rufe invoices, and mainfaln up-ta-
date financial records.
Updated and marntained occounting journals, ledgers, and ether records defalling
financial transocfions.

Performed filing, data entry and record beeping of client files using [Tolly prims [,

Admin Staff

Aungta Vidya Bhovan - Bharuch, Indla

Processed new student odmissions, Including documentation verificotion and data
entry, te matntoln occurofe enralment records.

Photocopied and grinted documents on behalf of clerical support teams.

Utilised sdvanced Microssft Excel functions to orgamise, filter, and manage lorge
dotosets effectively.

Managed the school's emaf and telephone communications, rezponding to enguiries

promatly and arofessionally.

PERASUNAL INFORMATION

« [afe of birth: 01428707
* Gender: Female

« Natiznality: Indlan

* Maritol stotus: Unmarried

HUBBIES AND INTERESTS

* Reading book
* Ligtening music

DISCLAIMER

[ hereby declare thaot the obove
mentioned detoils are frue to the
best of my knowled ge.

LANGUAGES
English, Bujaroti & Hindi :

Broficient

EDUCATION

2023

M.COM Financlal & Manogement Accounling
M.K. Commerce Cellege - Sharuch

604 CGRPADUT OF 1D

2023

Diploma In Computer Applications (OCA)
STP COMPUTER Education

T1%

2021

8.C0M Advance Accounfing & Auditing
J.M.Ehah College - Jambusar

564 CGPAOUT OF I0

2018

HEC Commarca

H.5.5hah High Schoel - Jombusar
64.33%

20186

S55C

H.5.5hah High School - Jombusar
59.33%



