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Objective:

 To build a successful career  in growth oriented organization and to be a part of highly motivated team wherein I have an opportunity  to demonstrate and develop my skills, make a positive contribution, set standards, gain more confidence and help organization to achieve its goals.
Professional Summary:
Organization: Apparel FZCO , Designation: Assistant Accountant   Period: Aug 12’- Present
Roles and Responsibilities
· Physical Verification of Daily Purchase with corresponding valid documents. Updating the master file of Daily Purchase Records on daily basis after verification.
· Updation of Log Book.

· Posting the Purchase Invoice of different Suppliers in Navision.

·  (Navision) local  Inter-company Sales Invoices, Purchase Invoices  & GRN posting of Whole Group on Day/ Night shift 24/7. Posting & providing support to Overseas & Local Purchase GRN and sales GRN.
· Confirmation of Bill of entry and transfer orders at the time of goods dispatch to stores. Maintain and filing all the  records of Navision Sales and GRN with Bill of entries copies,
· During the Audit co-ordinate with the external Auditors for all the Group Inter-company Sales and Purchases (Navision) and provide any support details required. Sort out Auditors queries related. If find any discrepancies inform Senior Accounts Manager Group & Manager Finance and co-ordinate,  then sort out at the same time. Co-ordination with Customs department.
· Preparing Aging Report, GRN Pending Report, Pending Purchase Order Report on a weekly basis and present it to the higher management.
· Also generating reports from Iperian Software as per higher management requirement.
Organization: Apparel FZCO , Designation: Retail Operation Coordinator  Period: Dec 11’ – July 12’
Roles and Responsibilities
· Encourages in continuous education and staff development.

· Maintain open communication with management and audit committee.

· Evaluate information security and associated risk exposures.


· Provides support to the companies anti-fraud program

· Reports risk management issues and internal controls deficiencies identified directly to the audit committee and provides recommendations for improving the organization’s operations
· Evaluates regulatory compliance program.

· Examines and analyzes Daily Sales Statement and Petty Cash Expenses etc

· Review and verifies sales against manual bills and find out the discrepancies if there any.

· Prepares reports and score rating card for management and in the process highlights various loop holes of the store.

· Authenticating inventory items by verifying the transfer in and also check the pick note and the packaging list received with the item.

· May make recommendations regarding improving operations.
Organization: Standard Chartered Finance Ltd.                                   Designation: Sales Support Officer  Period: August 10’ – Dec 11’

Roles & Responsibilities’:

· Updating and maintaining the master data on a regular basis with accuracy.

· Documenting and updating the various policies.

· Maintaining appropriate records and submitting to the concerned departments.

· Clarifying the Customers’ queries on issues with respect to Credit cards.
· Checking the card holder’s status through CCMS.
· Monitoring and keeping a track of the amount that is being debited from the cards for which the policies are taken.
· Analyzing the reasons for any non-compliance regarding the various policies.

· Preparation of ENR request files, NI and NC files.
· Retention: resolving customer issues and convincing them to continue with the card and saving those accounts
Organization:  A.C.Neilson.                                                                  Designation: Retail Census System Coordinator                                                 Period: Jan’07 - April’10
Roles & Responsibilities’:  
· Responsible for collating standardizing and updating the raw data received from the sales and distribution team (ITC).

· Responsible for checking the authenticity of the various data received.

· Regular interaction with the sales and distribution teams all across ITC branches in order to provide the authenticated details.

· Responsible for quality monitoring of the particular data received by the respective branches.

· Regular client visits in order to streamline the raw data provide by the respective branches.

· Responsible for developing and maintaining extensive and detailed MIS reports and documentations regarding the data’s.

· Implementing various data validations, error identification process, data standardization thereby enriching the client’s database.
Achievements: Awarded the Rising Star Award at SCFL in January 2011

Educational Qualifications:
	CLASS/ EXAMINATION
	BOARD/ INSTITUTION
	YEAR OF PASSING
	PERCENTAGE

	Secondary School Examination
	Assembly of God Church School

ICSE
	2001
	64.60 %

	Higher Secondary Examination
	Assembly of God Church School

ISCE
	2003
	56.00 %

	B.Com (Hons.)
	University of Calcutta
	2006
	50.25 %

	             MBA
	Heritage Institute of Technology
	2011
	         64%


Post Graduation: Completed MBA (Marketing/HR) from Heritage Institute of Technology (Part Time).
Key Skills:
· MS Office - Word, PowerPoint, (Excel- V Look up ,H-Look up, Pivot Tables etc).
· Reporting & Analysis 
· Communication Skills 

· Interactions with clients 

· Data Verification & Documentation

· PL/SQL 
· Flexible to work in both Day & Night Shifts
Languages Known:
English, Hindi, Bengali
HOBBIES:




· Listening to Music

· Reading (both fiction and non-fiction)

· Sports
Personal Details:

 Nationality
 
:     Indian
Date of Birth

:     21.11.1983

Place
:  Dubai , UAE .

