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	Accounts & Administration Management

	

	Accounts Professional with 10 years of extensive work experience and expertise in accounts finalization, auditing, reconciliation, handling payables-receivables, general ledger accounting, payroll, MIS-Cash Flow reporting, computerized accounting transactions, liaison with banks-creditors, and supervising team in direct supervision. Ability to work under pressure and effectively meet deadline. A dedicated team leader with excellent analytical, problem solving, communication, interpersonal, negotiation and business coordination skills. Well versed with Computerized Accounting Software.


	EDUCATION


	Bachelor of Commerce
	1997

	Smt. S.C.P.F. Commerce College, Gujarat University, India

	

	Diploma in Fine Arts
	1994

	Sheth C.N. College of Fine Arts, Technical Education Board, Gujarat, India
	


	ACHIEVEMENTS


· Awarded for completing sensitive & flourishing program “Silva Mind Control System” – A Humanity and Personality Development Colloquium conducted by Silva International Inc. Laredo Texas, USA
· Passed Mutual Fund (Advisor) Module exam in Dec. 2005
	CAREER PROGRESSION


	Manager - Accounts & Administration
	Nov 01 – Oct 06

	Delta Dzine Incorporation, Baroda, Gujarat, India

Only leading advertising agency in Gujarat having their own branches operations in Mumbai, Chennai, Hyderabad and Bangalore with their own fully equipped publication house for printing purpose on paper media. This includes Komory Four Color Hydrolic Offset Printing Machine with digital control panel; Automatic & Programmable Die Cutting Machine; Fully Automatic Binding Machine; Inhouse Cold & Hot Lamination Unit; Integrated Spot UV; Kodak Digital Plate Exposure Unit. Composed of 41 total employees at Publication House and 23 Employees at Advertising Agency.



	Assistant Administrative Officer (AAO)
	Aug 97 – Oct 01

	Param Poly Pack Pvt. Ltd, Baroda, Gujarat, India

Largest ever EPS manufacturing organization, having a Regional Office at Mumbai, Registered Office at Baroda and only manufacturing unit of 250, 000 Sq. Ft. of land area at POR GIDC, RAMANGAMDI, POR. Distt: BAODA, Gujarat. Had successfully achieved turnover of more than INR 350 millions. Also comprising of large number of staff from the different units: Manufacturing Unit (93 Workers & Contractors); Registered Office (39 Admin & Sales Staff) and Regional Office (12 staff including 4 Directors, Sales and Administration).



	Accountant
	May 95 – Aug 97

	Jethwani Agency Vadodari Bhagol, Dabhoi, Gujarat, India
Largest distributors for HLL, Godrej, Proctor & Gamble, Racket & Column, Dhara-NDDB (Refined Oil Division), Cycle Brand Agrbatti, Kapas Match Box Having Territory from Baroda to Rajpipla & Bahruch.


	PROVEN JOB ROLE


	Accounts & Administration Manager-Delta Dzine
· Responsible for finalizing and closing general accounts on weekly base including reconciliation.

· Maintained all accounting details of all major registered clients; including the recovery and payments to suppliers on timely manner as well as assisted them on the budget plan.

· Planned and implemented staff benefits, professional growth and salary increments.

· Involved in staff recruitment as and when necessary and for jobs outsourcing.

· Coordinated with News Press House and Media for advertisement, budgeting for in-house landing cost for each product and process.

· Dealt with various suppliers of Publication house & Advertising Agency such as Ink, Blanket, Spare Parts, AMC Houses, Paper, Gum, Chemical, Die manufacturers, Pinners, Transporters, Fabricators, Lamination Films. Process Houses for positives and CTP’s etc. to obtain the best possible price.

· Processed production as per client’s requirements in terms of color output, paper, separation, etc.

· Checked the overhaul pulling to maintain aspects of high standard of quality and stamping quality checked with sign and forwarded to Post Press.

· Reviewed the final outputs keenly before finalizing it with clients to achieved maximum satisfaction.



	Assistant Administrative Officer - Param Poly Pack Pvt. Ltd
· Prepared, examined, analysed accounting records, financial statements, and other financial reports to assess accuracy and finalised the company accounts.

· Monitored reconciliation of bank statements and all general ledgers accounts.

· Take care of accounts receivable follow up, customer-vendor reconciliation statements and prepared MIS, Cash Flow statements, final accounts like Profit & Loss Account & Balance-Sheet. 

· Prepared Cash Voucher, Payment Voucher, Journal Voucher and assisted in the preparation & finalisation of Accounts and bank reconciliation.
· Managed statutory audit and internal audit. Monitored/supervised all general ledgers accounts together with costing efforts and its supporting transaction documents. 

· Handled/supervised cash book, general ledger, personal ledger, journal register, L/C transactions, reconciliation of bank statement and other accounts.

· Handled payments (out going), attended payment enquiries, handle suppliers and payroll.

· Prepared delivery orders, sales invoices, debit note, credit note, statement of accounts and recorded purchase invoices, payment follow up, collected the cheque from suppliers.

· Developed and implemented document record keeping and accounting systems using computers.



	Accountant - Jethwani Agency
· Conducted regular accounting activities for each individual product and company accounts.
· Worked closely with the company Area Manager to ensured smooth operation within the unit.

· Performed business to business and business to company accounting regularly.

· Monitored and maintained stocks level in order to avoid shortage.


	IT SKILLS


Customised Accounting Packages such as Tally

MS Office 2000 (Word, Excel, Powerpoint), Internet and Email applications
	PERSONAL DETAILS


Nationality: Indian 
                  Born 25th March 1972                      Married                      Visit Visa             
	REFERENCE


Available upon request
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