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PERSONAL DATA:

DATE OF BIRTH:17th Sept. 1986
SEX: Female

NATIONALITY: Indian

MARITAL STATUS: Married


	ACCOUNTANT / AUDITOR
· CAREER OBJECTIVE:

· Seeking a career that is challenging, interesting and lets me work on the leading areas, a job that gives me opportunities to learn, innovate and enhance my skills and strengths in conjunction with the company’s goals and objectives.
· Seeking an environment where my skills and loyalty will be rewarded with career, advancement and guidance.
· EDUCATIONAL QUALIFICATIONS:
COURSE NAME

GRADE

INSTITUTE

UNIVERSITY

YEAR OF COMPLE-TION

CHARTERED ACCOUNTANT
Final Group-I
Cleared
ICAI
-
Final Group-II in

Progress 
MASTER OF COMMERCE
1st  class 

External
UNIVERSITY OF MUMBAI
2009

BACHELOR OF COMMERCE
1st  class 

K.J. SOMAIYA
UNIVERSITY OF MUMBAI
2007
H.S.C.
1st class
K.J. SOMAIYA
Maharashtra Board, Mumbai
2004
S.S.C.

1st  class

D. Gardi High School, Mumbai
Maharashtra Board, Mumbai
2002
· ACADEMIC COURSES:

· Information Technology Training Course.
· General Management and Communication Skills Course (GMCS).
· COMPUTER KNOWLEDGE:

· Can work on any operating system

· Microsoft Office (any version)

· TALLY ERP 9
· Internet savvy


	
	


· PROFESSIONAL EXPERIENCE:
	PERIOD
	EMPLOYER
	PROJECTS
	POSITION
	WORK DONE

	April 2012 – September 2014
	Parth Construction
	Parth Apartments,
Parth Villas,

Parth Classic

	Accountant and Tax Assistant
	· Maintaining payments
· Draw requests/requirements
· Communicate with external clients and lenders
· Review bank account
· Preparing capital accounts, profit and loss account, balance sheet
· Enhancement of project reporting 

· Construction project analysis reporting
· General accounting 

· Understand the construction billing
· Billing verification
· Weekly cash flow forecasts
· Customer payments
· Insurance verification
· Job cost tracking
· Assist with processing payroll
· Respond to inquiries


	October 2007 - March 2011
	Nitin Maru and Associates (CHARTERED ACCOUNTANTS)
	Various
	Audit and Tax Assistant
(Articleship for CA)
	· Respond to inquiries
· Preparing challans
· Obtaining S.T., V.A.T., PAN, etc. numbers for various organizations/ companies
· Oversee partnership deeds and get it registered
· Scheduling the tax payments for various companies
· Preparing returns for various clients incl. Individuals, HUF, Partnership firms, Private Ltd. Co. 
· Auditing of various companies and preparing returns upto finalization.
· Uploading or filing of IT returns, VAT returns, S.T returns.
· Discussing various tax issues with the clients.



· Key Responsibilities:
· Responsible for the processing, reviewing, tracking and general ledger posting of construction draws for multiple projects.

· Maintaining payments draw files and invoice files.

· Communicate with project managers, vendors, and external parties to manage draw requests/requirements.

· Communicate with external clients and lenders to manage funding and draw requests, provide timely responses to questions and inquiries.

· Perform/review bank account reconciliations and assist with corporate balance sheet reconciliations and other corporate monthly internal management reports.

· Calculate and invoice general contracting fees and allocate payroll to projects.

· Responsible for Construction accounts receivable tracking, management, and reporting.

· Assist in the development/enhancement of project reporting.

· Assist with Construction project analysis reporting.

· Assist with special projects as requested.

· General accounting including accounts receivable, accounts payable, payroll, job costing and general ledger posting.

· Process accounts receivable and understand the construction billing and collections process.

· Work with Project Managers on billing verification and collection matters.

· Prepare deposits and weekly cash flow forecasts.

· Process accounts payable from invoice to payment, beginning with coding invoices to the appropriate job number, cost code, GL account number and distributing invoices to Project Managers for approval.

· Reconciliation of Vendor statements and Customer payments.

· Lien waiver maintenance and subcontractor insurance verification.

· Job cost tracking, analysis and reporting.

· Enter project setup sheets and maintain filing system for projects.

· Assist with processing payroll and certified payroll when necessary.

· Interface with Project Managers and senior management on all aspects of construction accounting.

· Respond to inquiries from the Owners, Controller, and Project Managers.
· Obtaining T.D.S., S.T., V.A.T., Professional Tax, etc. numbers for the company. 

· Preparing challans for Tax Deduction at Source (T.D.S.) and paying them.

· Obtaining T.D.S. certificates and returning them back to contractors.

· Working of Service Tax (S.T.) and Value Added Tax (V.A.T.).
· Preparing challans for yearly company taxes, S.T, V.A.T., etc. and scheduling the payment of the same.
· Preparing I.T., S.T., VAT, Wealth Tax returns for various clients incl. Individuals, HUF, Partnership firms, Private Ltd. Companies.

· Auditing of various companies and preparing returns upto finalization.

· Uploading or filing of IT returns, VAT returns, S.T returns.

· Discussing various tax issues with the clients.
· LINGUISTIC SKILLS:  

· English



- Very Good
· Hindi



- Very Good
· Marathi
 


- Good (Locally Spoken)
· Gujarati


- Good
· Kutchi



- Very Good (Mother Tongue)
· ABOUT MYSELF: 

· Enthusiastic, proactive and assertive with a willingness to work by taking initiative
· Ability to use statistical techniques to analyze and fulfill client requirement
· Hardworking & Dedicated

· Collecting, interpreting, problem-solving, decision-making, research skills
· Analytical, Creative thinker
· Stress and Time Management skills

· Willingness to do new and different things.

· Adaptable

· Target Oriented

· Believes in Team Work

· Believes in taking Initiative, Involvement & Implementation
· Obedient

· DECLARATIONS:

I hereby certify that the above information is true & correct to the best of my knowledge.
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