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    Sanjana Sachdeva
Phone:       +91 7015314305
  Email:         sanjana_sachdeva@ymail.com

	Career Objective
To secure a challenging position where I can apply my knowledge and learn at the same time and demonstrate aptitude in the company. Given the chance, I’d like to forward my career in an environment where I can contribute suitably and grow while accomplishing personal, professional as well as organizational goals.



	 Educational Qualifications                                                                                                                                    
Year of Passing
Degree/certificate

Institute

Board/University

Percentage

2017-2019

M.B.A (HR and Finance)

Institute of management studies and research

Maharshi Dayanand University,Rohtak

66%
2017

B.BA

Institute of management studies and research

Maharshi Dayanand University,Rohtak

66%

2014

12th
Model School, Rohtak

CBSE

86%

2012

10th
Model School, Rohtak

CBSE

8.4 CGPA


	Key Skills

· Time management
· Creativity
· Adaptable to the changing environment 
· Good Learning Skills

Personal Details
Date of Birth : 
21st December 1996              

Languages Known:
- English

- Hindi

	Professional Experience
· Presently working as Accounts &Admin Executive with Shinon Collaborative Pvt. Ltd., New Delhi  
Work Responsibilities:
· Generating excel spreadsheets dependent on findings of restorative record survey. 

· Auditing the record received from partners and clients.

· Updating the information on SRT programming software.

· Sorting out the deductions and payouts. 

· Managing the queries from accomplices. 

· Generating invoices and managing the payments.

· Coordinate office activities and operations to secure efficiency and compliance to company policies.
· Supervise administration staff and divide responsibilities to ensure performance.
· Manage agendas/travel arrangements/appointments etc.
· Supporting budget and bookkeeping procedures.
· Create and update records and databases with personnel, financial and other data.
· Preparing Financial, Accounting and Operational reports and prepare presentations/proposals as assigned. 
· Done Internship at Grant Thornton India LLP as Tax Analyst with the Tax Team.
Work Responsibilities:
· Help organization and high-wealth individuals file tax returns
· Ensuring that they are in compliance with local, state, and bureaucratic laws. 
· Gathering and preparing tax data & reviewing returns

· Performing tax research, maintaining and looking after records 
Achievements and Awards
· Appreciation certificate in singing contest held by Sanoni Foundation at National Level
· Appreciation certificate in instrumental contest held by Sanoni Founation at National Level
Extra Curricular Activities

· Participated in an event named “ Playing with the words” organised by Institute of Management Studies and Research, M.D.U

· Participated as Member of Organising Committee in INTERNATIONAL CONFERENCE, organised by IMSAR, M.D.U

· Participated in Career Orientation Program organised at of Management Studies and Research, M.D.U 

· Participated in Preliminary rounds of CL Young India Challenge 2016

· Participated in LOGO QUIZ organized by Institute of Management Studies and Research, M.D.U

· Participated in “Problem Solving Assesment” conducted by CBSE.

Computer Proficiency
· Microsoft Suite (MS-Word, MS-Excel, MS- PowerPoint)
Declaration

I hereby declare that all the facts furnished above are true and are to the best of my knowledge.
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