RESHMA SHAIKH
[bookmark: _heading=h.gjdgxs]Email Id: reshmasheikh0211@gmail.com
Mobile No:7678053602

OBJECTIVE
To work in a challenging environment where I can acquire my knowledge and my skill and put my efforts or achieving organization as well as individual goals.

EDUCATIONAL QUALIFICATION
	COURSE
	YEAR
	BOARD / INSTITUTION
	PERCENTAGE

	B.B.A (CA)
	2013 – 2016
	S.N.R. Sons College, Coimbatore
	76.2%

	HSC
	2013
	Betheleham Girls Hr Sec School, Ooty
	            62%

	SSLC
	2011
	Sacred Heart Hr Sec School, Ooty
	67.2%


 
WORK EXPERIENCE 
· Worked in Javed Qureshi Exports Pvt Ltd Company, As Back Office Assistance In Mumbai, From Aug/2016 to July/2017.
· Worked In Angel Broking Pvt Ltd Company For 3 months from Sep/2017 to Nov/2017.
· Worked in “LIL and RAKS PALLIKKOODAM” as ADMISSION COORDINATOR/ADMIN EXECUTIVE/COORDINATOR BETWEEN PARENTS AND PRINCIPAL from Oct/2021 to May/2023

  JOB SUMMARY
· Handling day to day Administrative activities of the company, and follow up on same whenever required.
· Verification on Suppliers Invoices, checking delivery notes.
· Preparing Journal Vouchers.
· Verification of Petty Cash Statements received from various sites and posting the same in our “Quickbooks” system.
· Maintaining records of all the jobs done at the department for auditing purpose.

AREA OF INTEREST
· Admin/Front office/Admission coordinator/Counsellor

PERSONAL DETAILS
Name				:  Reshma Shaikh
Father’s Name		            :   Ismail shaikh
Date of Birth			:   02-11-1995
Religion		            :    Islam
Address			:    14-5, Marudham nagar, Nallampalayam, coimbatore.

Nationality			:   Indian
Language Known
To Speak & Write		:   English & Hindi
To Speak			:   Tamil & Urdu
Hobbies			:   Individual Sports & Puzzles
Marital Status			:    Married

DECLARATION
The above information provided by me is true and correct to best of my knowledge.

Date:
Place: 
(RESHMA SHAIKH)
