CURRICULUM VITAE
KANCHAN GUSAIN
Flat No- 2217, B block, Siddharth Vihar, Gaur Siddhartham
Ghaziabad, U.P.-201009                     

MOBILE: 9871883859

EMAIL: kanchangusain91@gmail.com 



CAREER OBJECTIVE
To obtain a good position where I will be able to contribute my skill, knowledge and experience to a company that will give me an opportunity to develop my career. 
WORK EXPERIENCE
COMPANY NAME             -    ALL INDIA RADIO (CONTRACTUAL)                                                     
DESIGNATION                  -    DATA ANALYST

DURATION                      -     July 2017 to  13 Oct 2022
COMPANY NAME             -     SFIO                                                    
DESIGNATION                  -    DATA ANALYST

DURATION                      -     13 Oct 2022 to till date 

RESPONSIBILTIES

· Preparing and Maintaining bills in Microsoft Excel (using vlookup, hlookup, pivot charts and tables and Data Validation)
·  E-mail &  E-office software use to move the files in one section to another

·  Preparing and Maintaining manual ledger
·  Preparing and Maintaining data in Microsoft Excel with typing speed of 35 WPM
·  Provide quality assurance of imported data, working with quality assurance analysts if necessary

·  Preparing and Sorting documents for data entry
·  Preparing reports based on analysis and presenting to management

·  Creating data backups as part of a contingency plan
·  Research and obtain further information for incomplete documents
·   Keep information confidential 
·   Respond to queries for information 
· Monitor accounts on a daily basis

ACADEMIC QUALIFICATION:

· Master of Commerce (M.com) from IGNOU -2016
· Bachelor of Commerce (B.com) from Delhi University-2011
· 12th std. from CBSE Board-2008
· 10th std. from CBSE Board-2006
ADDITIONAL QUALIFICATION:

· Diploma- Computer "O" level from DOEACC-2011
· Certification- Financial Accounting from F-Tech-2010

KNOWLEDGE OF SOFTWARE:

· Microsoft Office- Excel, Power Point, Word etc.
· Internet Applications
· Outlook/Gmail  
· Tally

PERSONAL STRENGTH:

· Ability to handle stress

· Willing to learn always
· Willingness to work in groups and ability to lead group activities
· Typing Speed- 35 WPM

PERSONAL DETAILS:

Name:                                   Kanchan Gusain
Father's Name:                    Mahavir Singh Gusain
Mother’s Name:                  Sunita Gusain 
Permanent Address:          Flat No- 2217, B block, Siddharth Vihar, Gaur Siddhartham

                                              Ghaziabad, U.P.-201009                     
                                                   
Date of Birth:                       17th March 1991

Marital Status:                     Married
Hobbies:                               Getting Knowledge about New Things
                                                             Language Known:              Hindi, English & Mother Tongue
I hereby declare that the above mentioned particular are true & correct to the best of my knowledge & belief.
     


                                          Kanchan Gusain     

                                                                        

