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Profile


MBA (Master in Management Studies) - Finance 
An enthusiastic and hard working team player and leader with exemplary analytical and problem solving skills, with great experience in handling individual & corporate accounts, more than 7 years of finance industries experience in handling Individual & Corporate accounts. 
	( Analytic and Planning Abilities            

( Staff & Project Leadership
	( Written Communication Skills
( Presentation Skill
	( Computer Skill
( Administration Skills          




	

Education & Accreditation


· MBA (Master of Management Studies) in Finance from Mumbai University in 2012 with 1st Class

· Bachelor of Commerce –from  Mumbai University in 2006 with 2nd Class
Summary of Internship
Co – Mumbai, India | Management Trainee 
(May 2011 to June 2011)
· Assisting in planning, designing and implementing an overall risk management process for the organization.

· Assisting in risk assessment, which involves analyzing risks as well as identifying, describing and estimating the risks   affecting the business;

· Risk evaluation, which involves comparing estimated risks with criteria established by the organization such as costs, legal requirements and environmental factors, and evaluating the organization’s previous handling of risks.

· Carrying out processes such as purchasing insurance, implementing health and safety measures and making business continuity plans to limit risks and prepare for if things go wrong;

· Providing support, education and training to staff to build risk awareness within the organization.
	Professional Experience





Fabco Bags – Mumbai, India | Accountant / Assistant Manager 



(January 2009 – July 2010) & 


          
(January 2012 to January 2013) 

· Prepare profit and loss statements and monthly closing accounting reports. Compile and analyze. Financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions.

· Analyze financial information to recommend or develop efficient use of resources and procedures, provide strategic recommendations and maintain solutions to business and financial problems.

· Interact with internal and external auditors in completing audits.

· Preparation of statement of Debtors, Creditors, Bank Reconciliation, Payroll, Inventory, Sales, Profit, Cost etc.

· Purchase & Sales related documentation, correspondence & communication.

· Co-ordination & Interaction with Banks & Auditors.

· Employee salaries & benefit.

· Preparation of Enquiries, Quotations, LPOs, Invoices & all kind of Accounts related Vouchers.

· Store & Stock controlling.


Brite Trans Power
Mumbai (India)



Account Supervisor/Administration Manager 


(December 2006 – November 2008)

· Provide day-to-day management of assigned accounts; ensure that client campaigns, reports and projects are functioning appropriately and delivered accurately. 

· Provide regular status reports to Owner and Client regarding the status of all key initiatives.

· Provide accurate and thorough ongoing business projections, both internally and externally.

· Ensure the accuracy of client invoices for all services.

· Collaborate with Owner to develop innovative solutions to the problems facing clients.

· Engage with clients and work collaboratively to exceed expectations.

· Maintaining books of account up-to finalization.

· Maintained petty cash (managing expenses which incurred for day to day activities).

· Preparing service tax book account.

· Sending quotation requested by clients and constantly following up with clients.

· Verifying debtor and creditors record to make sure update accurately.

· Assisting colleagues and coworkers in any work related queries.

· Maintaining record for employee’s attendance in order to get fair paid at month end.

· Processing employee’s payroll.

· Maintaining monthly income and expenditure book to get the profit & loss figures.

· Managing daily banking activities including making BRS, Sales Tax, Service Tax, Income Tax returns, C-Form, TDS etc.

· Maintaining records of daily invoice.




Castrol – any time service – Mumbai, India 




Account Assistant (April 2004 – October 2006)

· Maintaining monthly income and expenditure book to get the profit & loss figures.

· Maintaining records of daily invoice.

· Filing of sales and purchase bill

· Systematic records of all vendors or contractors.

	Additional Certification and Achievements


· Certificate in Tally 6.3 and Account Assistant Course from Bhavan Gandhi Institute of Computer Education and Information Technology, Mumbai - India.

· Completed Computer Operating from AIMS Computer Academy, Mumbai – India.
· Certificate of Participation was awarded by Abdus Sattar Shuaib School for the participating in Teaching Aid (Pressure of air) and winning the second prize, Mumbai – India.

· Certificate awarded by Abdus Sattar Shuaib School for obtaining First Rank in 6th Standard, Mumbai – India.

· Certificate awarded by Maratha Mandir Maharshtra Vidhyapeeth for clearing the Mathematics Examination with distinction in March 1994, Mumbai – India.

· Certificate awarded by Andhra Pradesh Public Library Association for clearing the All India General Knowledge test (Junior Group) with 65%, Mumbai – India.
	Personal Details


· Date of Birth 
       

:    2nd June 1984

· Languages Known   
:    English, Hindi & Urdu.

· Marital Status        

:    Married.


· Hobbies 
       

:    Reading & Playing- Indoor Game.

· Strengths
       

:    Fast Learner and Ambitious.
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