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	· Seller Support Executive
· Tally ERP9
· Microsoft Word
· Microsoft Excel
· MS Office
· Advance Accounting
· Accounting Software 


	· GST-R1 & GST-R3B
· Taxation (TDS & GST)
· Assistant Trainee





Profile

I have a total Experience of 7 Years which includes 1 year of experience as Seller Support Executive in Flipkart (Outsourcing) and remaining as Assistant Trainee responsible for working with large groups of elementary students daily conducting class and records keeping daily. Verification of receipts and collections on a day-to-day basis in alignment with a defined set of processes and protocols. Diligent audit of customer payments and assisting in maintaining internal records. Working with the team for closure of assigned monthly tasks and timelines. Strong Excel Skills.
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· Seller Support Executive Apr 2023 – June 2024 | Bangalore, India
· Responsible to assist you with any inquiries, concerns, or assistance related to your business on Flipkart. 
· Offering valuable advice on enhancing your product selection, optimizing delivery speed, setting competitive product pricing, and various other areas that contribute to attracting more customers to your products on Flipkart. 
· Demonstrates end to end ownership of every seller interaction coupled with
proactive problem solving and provides exceptional support to sellers. Demonstrates effective, clear, and professional written and oral communication.

· Actively seeks solutions through logical reasoning and data interpretation skills and identifies trends to appropriate channel including improvement suggestions.

· Maintains acceptable performance metrics such as quality, productivity, first contact resolution, and attendance.
· Provides prompt and efficient service to Flipkart Sellers and Merchants including the appropriate escalation of Sellers’ issues.
· Actively seeks solutions through logical reasoning and data interpretation skills and identifies trends to appropriate channel including improvement suggestions.
· Developing and maintaining operational processes through documentation updates and cross-training.


· Assistant Trainee Mar 2014 – Mar 2020 | Nagaland, India
· Familiar with Trial Balance, Balance generation along with Stock Entry and generation of bills and vouchers.
· Also managed GST portal along with creation of E-way bills and filing of GST-R1 and GST-R3B.
· Maintaining day to day transactions of Company/Firms.
· Verification maintenance of Accounts Receivable & Accounts Payable.
· Writing books of accounts (Journal Entry & Bookkeeping) preparing financial statements balance sheet and profit & loss account.
· Hardworking knowledge of Tally ERP9, stock account ledge, TDS education from all sections. Sales & Purchase register & bills passing.
· Income tax calculation, Income tax returns of all categories.
· Reinforced student learning of skills and materials through daily and weekly check-ins, informal assessments, and observations.
· Working with the team for closure of assigned monthly tasks and timelines, supervised large groups of elementary students (30-40) daily and fully conducting class.
· Provided timely and frequent feedback to students, fostering an environment of open communication and interest in discovery.
·  Participated in the creation of hundreds of pages of unique and engaging educational materials, including daily lesson plans, weekly quizzes and tests, classrooms games and roleplays.


Certifications

· Accounting with Tally ERP9 - NIIT
· GST Using Tally ERP9 - NIIT
· Introduction to GST - NIIT
· Post Graduate Diploma in Computer Applications 


Education

· M.Com from School of Management Studies in Open Distance Learning (IGNOU).
· B. Com from SD Jain Girls College (Nagaland University).
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