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CAREER OBJECTIVE:
To Secure a Challenging Position in organization, Where I Can effectively Contribute my skill and full potential as well as for welfare and development of the organization.
PROFESSIONAL EXPERIENCE

1: M/S CEASE FIRE INDUSTRIES PVT LTD, NOIDA                                                 SINCE 12 Dec, 2011
(India’s most trusted fire safety and Security Company)

Executive-Accounts & Admin                                                                                                                 Jan, 2017                                                             
Reporting to: Regional Manager- Karolbagh,

 Functional Area:.
· Preparing of Sales & Purchase Invoice,

· Preparing of Payable & Receivable,

· Preparing of Cash book & Voucher,

· Preparing of Bank Reconciliation on Monthly basis,

· Preparing of Cash Flow on Monthly Basis,

· Preparing of from-38 for vendor & Utilized same,

· Preparing of Issue & Collect C-form from Vendor & Customer,

· Preparing of Vat Return,

· Preparing of Esic challan & payments,

· Preparing of Cash & stock Certificate on Monthly Basis, 

2: M/S VEIRA ELECTRONICS PVT LTD-PHASE-II NOIDA       SINCE- 10 Apr-2011 to 10 Dec-2011
 Executive-Accounts & Admin
 Reporting to: Director,
· Preparing of Sales & Purchase Invoice,

· Preparing of Payable & Receivable,

· Preparing of Cash book & Voucher,

· Preparing of Bank Reconciliation on Monthly basis,

· Preparing of Cash Flow on Monthly Basis,

· Preparing of from-38 for vendor & Utilized same,

· Preparing of Issue & Collect C-form from Vendor & Customer,

· Preparing of Vat Return,

· Preparing of record for Excise Return, 

· Preparing of Esic challan & payments,

· Preparing of Cash & stock Certificate on Monthly Basis, 

3: M/S CHOURASIA INTERIORS PVT LTD-Mahindra World City Sez Project- Jaipur-Rajasthan SINCE- 01 Feb-2008 to 10 Apr-2011

 Executive-Accounts-Admin cum Store Keeper,

 Reporting to: Project Manager,
· Preparing of Cash Book & Vouchers

· Preparing of Bank Reconciliation on Monthly Basis,

· Preparing of Labour  Wages & Payments,

· Preparing of Esic challan & payments,
PROFESSIONAL QUALIFICATION: 

Qualification         :  Tally ERP from Tally Academy Basti.
EDUCATIONAL QUALIFICATION:

Bachelor of Commerce from Deen Dayal Upadhayay University, Gorakhpur (in 2005) with Accounts and Marketing.
12th from Khair Inter College, from U.P. Board (in 2002)
10th from Khair Inter College, from U.P Board, (in 2000) 
COMPUTER & ACCOUNTING SKILLS:  
ERP (Epicor Accounting Package)
Tally ERP-9, Tally-7.2

Aim4win (Accounting Package)

MS -Word, MS- Excel, MS- Power Point etc. 
INTERESTS:
· Traveling.
· Working on Computer.
STRENGTH:
· Dedicated to work

· Positive attitude

· Disciplined & Supportive
I hereby assure you that all the information given here are true and complete to the best of knowledge and belief.
Plac
