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Career Objectives

Challenging position in accounting that would best utilize my expertise in multinational companies in different business environment.

Key Strengths

Quick learner, adapting easily to changing  .environments (  High level of motivation & desire to produce a high quality of work  (  Able to coordinate and complete multiple projects in deadline oriented environment (  Organized and meticulous, with exceptional  communication skills (  Positive  team player (   Capable of working with cross-functional  communication skills  (   Open minded and flexible to suggestions / constructive criticism.
Career Highlights

June ’04 – Till March 09 with Kabani Crockery Centre (Unit of Paresh Glass Pvt.Ltd. Mumbai) as Accountant 
Notable Contributions

· Accountable for complete accounts receivables including cash handling.

· Encoding of collections, debit & credit adjustments to local receivables.

· Prepares and review monthly Aging of Receivables – local and ensure provision for doubtful accounts is adequate.

· Prepares Journal entries related to receivables.

· Ensure that the amount collected in no. 1 & 2 above tally with the amount per actual                  billing/invoice and resolve any discrepancy noted.

· Monitors daily cash & check deposits to ensure all deposits are cleared by the bank and credited to Company bank accounts. Any check deposits returned by the bank for any reason should be properly monitored and proper action has to be done. 

· Preparing Daily vouchers and maintaining cash book

· Making sales bill, purchase orders, checking purchase bills for rates and quantity

· Checking all daily  vouchers for receipt and payment 

· Handled Petty cash department 

· Prepares monthly aging report and analyze the supplier balances.

· Prepares audit schedules and other requirements.

· Preparing Quotation/Packing List/Order Form.

· Preparing TDS Return/ Form 16A/ Service Tax return/ Commission calculation.

· Preparing ‘C’ Form details.

· Monthly Stock Report preparing

· Interest calculation on loans.

· Preparing bank reconciliation statement. 

· Preparing Vat Summary monthly.

June ’07 – 2009 Meeta Clothing Company (Part time) as Accountant  
Notable Contributions

· Making sales bill, checking purchase bills for rates and quantity.

· Checking all daily vouchers for receipt and payment.

· Preparing Vat Summary monthly.

· Preparing bank reconciliation statement.

· Prepares Journal entries related to receivables.

· Preparing outstanding report of debtors / creditors.

Previous Assignments

Dec 2001 – Till May’04 with M/s A. Kumar & Company, Bombay (India) as Accountants Assistant

Notable Contributions

· Independently maintaining  all books of accounts 

· Preparing  bank reconciliation statement 

· Assisted in auditing 

· Handled Petty cash department 

· Preparing Daily vouchers and maintaining cash book

· Making sales bill, purchase orders, checking purchase bills for rates and quantity

· Checking all daily  vouchers for receipt and payment 

· Prepare related Journal entries.

· Monthly Stock Report preparing 

Academic Credentials

2001 Bachelor of Commerce, Mumbai University.

IT Skills :MS Office, MS Excel, Tally 5.4, 7.2, 9.01., Typing (30w.p.m), Busy win package, bicycle package, data Entry and Internet Applications.

Personal Details                    
Languages Known
:
English, Hindi, Marathi, Kannada, Gujrathi and Tulu 

Date of Birth

:         13th April 1979

Marital Status                    :          Married

Nationality                          :
Indian


Visa Status

: 
Husband Sponsorship

