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Objective:
To secure a position where my qualities of a fast learner and the ability to take on new challenges can be
used to the benefit of the organization. 

Work Experience:
1) Universal Sompo General Insurance Co Ltd 

Designation: - Accounts Executive, Finance & Accounts. 

Location: - Mumbai, India.
Duration: - 5 Years (27th Jan 2009 to TILL DATE)
Job Profile: -
· Monthly Commission Payment Processing: Handling entire flow right from receipt of commission vouchers, verification, and appropriateness of the amount after necessary statutory deductions, procuring necessary approvals as per the approval matrix, arranging for disbursement through cheques/ NEFT. 
· Handling Vendor Payment & Receipts within the Pre-Defined TAT. 
· Review and verify invoices. 
· Enter and upload invoices into system. 
· Prepare and process electronic transfers and payments. 
· Reconcile accounts payable transactions. 
· Research and resolve invoice discrepancies and issues. 
· Monthly Employee Reimbursement. Checking reimbursement claims against eligibility as per the various employee grades and settlement of the same. 
· Monthly Rent Payment: Checking monthly lease rental payments against the agreements arranging for disbursement after necessary statutory deductions (TDS). 
· Tax Deducted at Source (TDS) Account Reconciliation. 
· General ledger reconciliations like rent, advances. 
· Assisting in Preparation of Schedules to the Financial Statements and MIS reporting. 
· Assisting seniors with month end closing. 
· Coordinating with Statutory Auditors. 


EDUCATION/ACADEMAIC QUALIFICATIONS:
	Year
	Degree
	Institute
	Place

	2008
	B.Com (Accounts)
	Burhani College of Commerce & Arts.
	Mumbai

	2005
	12th
	Burhani College of Commerce & Arts.
	Mumbai

	2003
	10th
	ST.John The Evangelist High School.
	Mumbai


OTHER PROFFESSIONAL COURSES:
· Diploma in Financial Management from Welingkar Institute Mumbai. 
COMPUTER PROFICIENCY:
· GNIIT from NIIT (Advanced Software Programming Course). 
· Tally ERP 9. 
· SQL Server 
· C# 
INTERESTS:
· Playing Cricket, Volley Ball 
· Watching Movies, listening to Music 
· Internet Surfing, Online Networking 
PERSONAL DETAILS:
Date of Birth
: 2nd April 1987.
Languages known
: English, Hindi, Gujarati and Marathi.

Nationality
: Indian

Marital Status
: Single
I hereby affirm that all the information in this document is accurate and true to the best of my knowledge.
