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OBJECTIVE

A highly astute energetic and forward looking, accurate precise and highly ethical in all work environments, Professional aggressive in pursuit of company’s goals and objective

Manager (Finance & Administrations)

“ipDialog India Pvt. Ltd.”  Oct 2008 – Present

· Preparation of Accounting entries, bookkeeping, ledger scrutiny and maintaining the accounting records and statutory compliances necessary to produce the monthly financial statement of the organisation to CEO and Management.

· Preparation of monthly financial budgeting reports, Cost Sheet, Variance analysis, monthly profit and loss and forecasting monthly expenses.

· Follow-up the collections and payments & prepared the reconciliation statements. 

· Liaison with Banks for foreign Inward remittance & preparation of Bank Reconciliation, Cash handling & Reconciliation.

· Inventory accounting and stock control with monthly stock report.
· Responsible for proper deduction and deposit of TDS on Salaries, Professionals, Rent, etc
· Preparation of employees monthly salary, Reimbursements, Gratuity, Bonus etc
· Preparation of TDS Certificates such as Form 16, & 16A and ensuring proper filing of E-TDS return and Income Tax Assessment.
· Tax compliance and year end tax declaration activities
· Responsible for proper deduction and deposit of EPF & ESI, ensuring proper filing of statuary return in time.
· Liaison with STPI (Software Technology Parks of India) for Imports and exports approvals and statutory Reports.
· Liaison with Customs & Central excise for bonding and debonding of Capital goods.
· Prepare and review SOFTEX form, invoices, employees working hours calculation and other accounting documents.
· Co-ordination with the company’s internal & external auditors in preparation of Trail Balance, Profit and loss accounts and Balance sheet.

· Sales-Tax (VAT), filing of returns in time and Sales Tax Assessment.
· Handling ROC matter i.e. Resolutions, Director Appointment and Resigning, Notice, Director Report, Minutes, AGM, Board Meetings etc as required under Company Act, 2013 and filing of Annual Return.
Accountant

“Brahamputra Consortium Ltd” Feb 2008 to September 2008

· Preparation of payments, cheques, bank transfer etc.

· Preparation of cost sheet and variance anaylsis.

· Handling Purchased of Accounts independently booking & passing of Material purchase invoice, Expense invoice. 

· Checking all invoice with Purchase order and raise Debit & Credit Note.

· Ledger Scrutiny of Debtors, Creditors.

· Processing sub contractors and suppliers payment and keeping record of payment.

· Preparation of monthly Debtors & Creditors reconciliation statement.

· Preparation of JV for monthly accounts.

· Bank Reconciliation Statement.

· Handling TDS related job independently like deduction, Quarterly Return, Reconciliation, Issuing TDS certificates also. 

· Preparation of monthly and quartly VAT & Sales Tax return.

· Reimbursement of site petty cash and keeping confirmations from recipients.

· Co-ordination with sites to ensure smooth working.
Accountant

“S.P.Singla Constructions Pvt. Ltd.”  Jun 2004 - Jan 2008

· Day to day working i.e. preparation of vouchers, vouchers entries and manual as well as computerized.

· Handling Cash & Bank Transactions.

· Audit of site liability and passed them for payment.

· Checking of Accounts & Store books of sites.

· Checking of Sub contractor’s bill & others Material purchase bill.

· Bank & Party Reconciliation Statement.

· Maintaining records of site insurance.

· Calculating Statutory Dues:TDS – Salary, Contractor.

· Preparation of Sales Tax & TDS return.

· Issuing Form 16, 16A.
· Preparation of weekly and monthly MIS report.
Key Skills

· Ability to work independently and with team members.

· Ability to interact and proactively resolve accounting and business issues. 

· Ability to explain practices to employees and obtain their understanding and commitment.

· Comfortable with computer systems and software.

· Ability to analyze accounting information, determines discrepancies, and resolves data issues.

Education and Professional Qualifications:

MBA - Finance

Sikkim Manipal University from Distance Education, Chandigarh (2010)

Master in Business Administration
B.Com

Himachal Pradesh University, Shimla (2003)

Technical Qualification


 Tally ERP, MS Office (Word, Excel etc).

