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	To apply my skills & qualification to enhance my personality thereby give my best to the organization where my potential leadership skill can be utilized for improving the operational performance & in contributing substantially towards the growth of the organization.



	

	An experienced Accountant-cum-Administrator seeking a suitable placement with a reputed group of companies.

I am highly organized, pro-active person with excellent accounting, administration, communication and interpersonal skills. I am reliable, dependable and work on my own initiative under pressure.  I thrive on a new challenge.



	
►
►
	Total Work Experience – 9+ years

(including 2 years in Gulf region).

2013 – till date

Reputed Trading L.L.C.

Accountant-cum-Document Controller

Job Profile.
· Maintaining Bank/Cash book and Bank reconciliation

· Preparation of monthly Purchase, Sales & Expenses report

· Maintaining Bills Receivable / Payable

· Maintaining Inventory register

· Maintaining Fixed Asset register

· Generating Financial reports (Profit & Loss, Balance sheet)

· Maintaining books of accounts

· Maintaining Expenses report – sales-person wise, project wise

· Preparation of proforma invoices, delivery order, sales invoice, etc.

· Preparation of purchase order for vendor/principle

· Follow-up with Clients and Customers for Receivables

· Preparation of quotation for Client

· Receive & review quotation from vendor

· Day-to-day routine office works, correspondences with clients / suppliers etc…

2010 – 2013

R.C. Reshamwala & Co. (Chartered Accountant firm)

In-charge - Accounts, Audit & Income Tax

Job Profile.

· Statutory Audit / Internal Audit of :

· Public Liability Company (including deemed Public Company)

· Private Company

· Tax Audit of :

· Public & Private Limited Company

· Partnership Firm

· Individuals

· Preparation of form 3CD, 3CB & Annexures thereto

· Specific Audit :

· System Auditing

· Fixed Assets verification of Public Limited Company

· Stock-taking Auditing

· Preparation of Balance Sheet / Profit & Loss accounts of above mentioned entities

· Checking of Purchase & Sales Register, Bank Book, Cash Book, Journal Register, Salary Register, Fixed Asset Register & General Ledger, etc.

· Preparation of Bank Reconciliation Statement

· Accounts Writing, etc.



	►


	2008 - 2009

D.D. Koyande & Co. (Chartered Accountant firm)

Accounts-cum-Income Tax Assistant

Job Profile.
· Maintaining and writing of books of accounts (Computerized / Manual)

· Auditing of Companies / Cooperative Societies Accounts book

· Preparation of Sales, Purchase, Receipts & Payments, Bank Reconciliation Statement.

· Finalization of Accounts, Preparation of Trial Balance and Personal Balance Sheet

· Preparation of Income Tax Returns, Making PAN/TAN application

· Preparing Computation of Individual & Society

· Filing TDS Returns of Salary, Interest other than Interest on Securities, Contract, Rent, Professional Fees, Commission / Brokerage

· E-Filing of Returns



	►
	2006 - 2007

Kings Electronics

Cashier-cum-Accounts Assistant

Job Profile.
· Preparing Sales bills (Customers copy & office reference copy)

· Maintaining Customers Ledgers

· Collecting Cash & Cheques and depositing same in Banks

· Maintaining record of payments received through Credit Card

· Daily Stock maintaining in system, Weekly reconciliation of stocks with Sales representatives.  Coordinating stock requisition with Head Office.  Verifying Stock summary with inward-outward department

· Maintaining monthly Sales Tax / VAT details.  Forwarding the required details to Consultant and assisting in Sales Tax returns filing

· Maintaining Petty cash & monthly Sales turnover, Sales-person-wise for Incentives processing, etc.



	

	Academic.

Bachelor Degree of Commerce (B-Com) from the University of Mumbai in the year 2008.

Vocational.
· Proficiency in MS Office, Word, Excel, PowerPoint, Internet, Email, etc.

· Tally

· Sage 50 (Peachtree Accounting Software)



	

	Date of Birth

:
12 June 1986

Nationality

:
Indian

Religion

:
Christian

Gender  

:
Male

Marital Status

:
Married 
Languages Known
:
English, Hindi, Kannada & Marathi.



	
	UAE Visa Status
:
Employment Visa
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