ABC

Add:    4544454510445640

E-mail: 

Tel. No: +91 

To,

HR Manager,

Dear Sir/ Madam

I am interested to become part of your organization, which having very high reputation and highest career growth in growing young Chartered Accountants in the field of accountancy and taxation. I have passed C.A final examination in  ……..       and currently pursuing articleship training with an eminent Delhi based firm of Chartered Accountants since ………..    

If, I am given such opportunity to work in your organization. I may assure you of my hardwork and sincerity.

Kindly find enclosed my brief career profile for your kind consideration.

Thanking you.

Yours truly,

XYZ
Enclosed : Resume

Curriculum Vitae

NAME
Career Aspiration:

Seeking challenging work in industry that would best utilise my potential so that I can be an asset to the organisation. Looking for an entry-level position that has opportunities for a dedicated, responsible individual with leadership abilities needing to advance in all spheres of life.

Professional Experience:

	With CA Firm
	I have recently completed Artilcleship from Delhi based CA Firm  

……………………………….(details of CA firm)


	
	

	
	In the above training period, I was mainly involved in statutory and tax audits,, preparation & E-filing of Income Tax, TDS, Excise & Sales Tax/VAT, Service Tax Returns, (details overleaf). 



	With Industry
	Working experience as a lead role in the field of Accounting and Taxation in………………..  (details of any corporate association)                          A company with very high value in the field of taxation, accounting and other management.


Professional Qualifications:

Chartered Accountancy:

· CA Final:
details thereof 

· P.E.-II 

details thereof
· P.E.-I

details thereof
Academic Qualifications:

· Bachelors of Commerce from …………. University in 20XX.

· Senior Secondary from CBSE Board in 20XX.

· Secondry from CBSE Board in 20XX

	Details of audit exposure

Major Assignment undertaken while working as an Audit Incharge in assurance services:

	Manufacturing, trading and other organizations

	
	

	Give thorough details of various audit and other modules handled during article ship period. Don’t forget to mention names of big concerns to which you were associated.
It gives a good impression on the interviewer and it ensure that you have really worked and not just have window dressed your resume.
	

	
	

	
	

	Name of Concern
	Details thereof

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Computer Proficiency:

· Advanced Working knowledge of Excel, Word, Access and Tally (versions 5.4, 6.3, 7.2 8.1 & 9) and 6 months computer training under C.A. regulation.

· Can easily adapt to any software or any computerized environment.

Strengths & Skills:

Leadership Abilities, Optimistic Attitude.etc.

Personal Profile:

  Father                                                                      
  Date of Birth
  Languages Known



            English & Hindi 
Nationality                                                               Indian

Marital Status                                                         Single    
Hobbies & Interests                                               Reading books, playing cricket, 

Dated:

Place : New Delhi                                                           (name) 
