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CV NO: 797802797802
To explore my career by working with reputed organization so as to enhance my professional skills and future prospects.  To work a Company which provides healthy environment and ample opportunities for learning and growth.
PASSPORT & VISA DETAILS
Nationality                        :       INDIAN

Place of issue                    :       DELHI

VISA TYPE                      :        Long Term Visit Single Entry – Tourist.

Work Experience:
Project 1:
Supertech Engineers
Duration:
July 2008 to till date
Role:

 Head ( Accounts & Finance)
Job Profile:

· To attend The minutes of credit control meeting.
· To prepare the documents for factory licence , L.U.C , Pollution control board, etc.
· All Work related to sales Tax( Haryana)
· Preparation of all relevant voucher.

· Maintain the Cash Book, Ledger, Bank Reconcilation , Party Reconcilation in Axapta like erp. Package. Etc.

· Preparation of Trial balance, Profit &Loss A/c, Balance –Sheet for audit purpose.

· Working knowledge of Income –Tax, TDS,FBT, WCT (Haryana, U.P,Rajasthan,Punjab, and Other States),LADT,EntryTax Etc.

· Coordination with Debtors and Creditors.
Project 2:
P.S.G DEVELOPERS & ENGINEERS LTD.
Duration:
May 2006 to June08 

Role:

Accounts Executive
Job Profile:

· Preparation of all relevant voucher.

· Maintain the Cash Book, Ledger, Bank Reconcilation , Party Reconcilation Etc.

· Preparation of  Trial balance, Profit &Loss A/c, Balance –Sheet for audit purpose.

· Working  knowledge of Income –Tax, TDS,FBT, WCT (Haryana, U.P,Rajasthan,Punjab, and Other States),LADT,EntryTax Etc.

· Coordination with Debtors and Creditors.
Project 3:
SENIOR BUILDERS LTD.
Duration:
Oct 2005 toMay2006 

Role:

Accountant
Job Profile:

· Preparation of all relevant voucher.
· Maintain the Cash Book, Ledger, Bank Reconcilation , Party Reconcilation Etc.
· Preparation of  Trial balance, Profit &Loss A/c, Balance –Sheet for audit purpose.
· Working  knowledge of Income –Tax, TDS,FBT, WCT (Haryana, U.P,Rajasthan, and Other States),LADT Etc.
· Coordination with Debtors and Creditors.
Project 4:Worked with M/s Aas Marketing Ltd.

                 from April 1995 till Sep. 2005.
Role:
Accountant.
Job Profile:

· Preparation of weekly, monthly report and Vendors & Clients payment status for managers.

· Making all the arrangement of Meeting.

· File Management in an excellent manner.

· Routine Vouching and Correspondence letter arrangements.

· Handling and attending all the queries of the clients personally or through telephone or e-mail and also provide them the accurate status.

· Maintain the Vouchers, Cash-Book, Ledgers, Bank reconciliation,Stock Register PartyReconcilation etc.
· Co-ordination with vendors and process it for the payment.

· Taking feedback from Clients and Vendors and process it for the payment.

· Maintain Income –Tax ,  Tds,Sales Tax etc.
· Updation of data on daily basis.

· Taking feedback from Vendors for the delivery items.

      PROFESSIONAL QUALIFICATION:
           Diploma in Accountancy From Rajdhani Accounts & Training Centre (Regd) 
· Computer Knowledge of  (MS Word, MS Excel, Tally 4.5, 5.4, 6.3, 7.2 FACS CARE, Easy, Busy,  and Internet).

         EDUCATION:
2. Educational Qualification.
· MBA From NIMT  in Finance & Taxation Management.

· Passed B.Com from Delhi University.
· Passed 10 + 2 from C.B.S.E Delhi Board.
3. PERSONAL DETAILS
· Date of Birth


-
25-04-1970
· Languages 


-
Hindi, English, Punjabi
· Marital Status


-
Married
           4 ASSETS:
· Hard Working
· Good Learner 

· Good Team Worker

· Good Communication Skills.

Date :

Place :
(O.P SHARMA)

