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Career Summary



A Competent professional, with over 15 years of extensive experience in Indian Navy in General administration, Logistics, Planning and Budgeting, Public Relation, Financial and Cash management, Documentation, Commercial Operations, Public Relation, Personnel Management and Team Management. Possess good leadership qualities, thereby delivering results and achieving organizational objectives. Trained and instructed to have a high sense of commitment and strives for the achievement of excellence possesses thorough knowledge of all office automation tools. Competent to deal with personnel entitlements in connection with pay and allowances. Accountable for maintaining accounts pertaining to public and non public funds in navy. Monitoring and forwarding timely returns and reports, pertaining to budget. Preparing and maintaining Cash Accounts as per budgeted parameters. Effectively leading a team of 40-50 subordinates. Proficient in computer skills handling the Indian Navy PayRoll and HR system.
Professional Experience

Naval Pay Office, Mumbai





June 2010 – Jan 2015

Senior Accountant and Pay Roll Administrator
Primary Responsibilities:

· Played a key member in establishing new offices/units and implementing standard operating procedure to run a office.
· Adopt at interpreting rules and regulations pertaining to financial / travel regulations; its application and matters related to general administration.

· A competent individual, with skills in handling cash public / non public effectively.

· Accountable for maintaining accounts pertaining to public / non public funds existing in navy and implementing it in the payroll system of Navy.

· Check the monthly, quarterly, half-yearly and yearly accounts and bank transactions and clear the mistakes after coordinating with the various departments.
· Liaise with 14 government and private banks as well as Reserve Bank of India for updates on financial trends.
· A thorough Knowledge of Oracle9i/11g and .net framework maintaining the database of the payroll system.

· Managing and supervising a group (40-50) of highly skilled service personnel/civilians in handling Pay Roll System with all Financial Regulation for the Navy for timely disbursing pay and allowances for nearly 60000 Navy personnel.
· Handling the entire correspondence of the organization including confidential secret mail and their proper distribution in an office set up.

· Training new recruits and grooming them to nurture in office environment.

Directorate of Personnel, New Delhi



Mar 2007 – May 2010
Senior Accountant and HR Administrator
Primary Responsibilities:

·  A Core member of Integrated Human Resource Management System which is fully online transaction processing system encompassing all facets of HR Functions including induction, career planning, training, appraisal, promotions and separation of about 8000 Naval Officers. 
· Ensure timely receipt of payment and follow up as well as resolve any discrepancies in areas of accounting

· Perform responsibilities of handling the Accounts Receivable and Billing function of the organization

· Prepare examine and analyze complex accounting records, financial statements and financial reports to ensure accuracy and conformance to reporting and procedural standards.

· Manage daily and monthly accounting activities.

· Played an important role in HRMS System which included testing, Post-Deployment, training and implementation.

· A thorough knowledge in Microsoft SQL Server 2005/2008 which maintained the IHRMS system.

Indian Naval Ship Ranvir, Visakhapatnam


Mar 2006 – Mar 2007

Junior Accountant and Administrator
Primary Responsibilities:

· Single handled a crew of 350 members on board ship building a own access database software for handling all pay and allowances.
· Maintaining records for all incoming / outgoing mail and document

· Adopt at interpreting rules and regulations pertaining to financial / travel regulations its applications and matters related to general administration.

· Maintaining Balance sheets, Cash Accounts, Financial Ledgers.

· Drawing Cash and Materials from Cash reserves and taking it into custody.

· Preparing and closing cash accounts for monthly, Quarterly, Financial yearly.

· Handling confidential / secret / urgent/ normal mails.

· Preparing and verifying claims of service personnel regarding pay and allowances. 
· Keeping all the 350 men onboard ships personnel service dossier up to date.

Naval Pay Office, Mumbai





Jan 2001 – Mar 2006
Junior Accountant

Primary Responsibilities:

· Verify the individual accounts and documents regarding pay and allowances in the organization.
· Updating and maintenance of payroll system with valid pay and allowances / promotion details of navy personnel.
· Efficiently co-coordinating with the various departments for the finalization of deliveries as per service levels.
· Preparing and compiling all ledgers, Cash accounts, Balance sheets for surprise musters, monthly/quarterly/yearly audit.
· Conceptualising and implementing strict measure in operating procedure in connection with pay and allowance.

Education

· St. Thomas Academy, Mumbai, Maharashtra – Matric

· Andhra University, Visakhapatnam - Bcom(Computers)

· Welingkar Institute, Mumbai - Advanced Diploma in Business Administration 1st year

· Welingkar Institute, Mumbai - Post Graduation in Business Administration (IT) 2nd year

Computer Skills


· Operating Systems: Windows 8/7/XP, Windows 2000/2003/2008, Unix, VLAN Configuration

· Hardware: Cisco routers, switches, hubs, coaxial and fibre optic cables, Ethernet cabling, Line/Desktop/Laserjet/inkjet printers, Scanners, Harddrives,  MotherBoards, Desktops Thin clients pc.
· Networking: LAN, WAN, Ethernet, TCP/IP, SMTP, POP, POP3, Outlook express 2003/2007/2010.

· Database Tools: MySql, SQL Server 2005/2008/ Oracle9i/11g PL/SQL, MS Access,MS office, MS Excel, Power Point.
· Programming Language: VB6.0, Net, ASAP.net, HTML, Java, PHP, C#, JSON,CSS
· Other Skills:
1. Creating Reports in Excel

2. Making a PowerPoint Presentations

3. Creating Miscellaneous Reports in Crystal Report 12.0

4. Creating Miscellaneous Reports in Microsoft Reporting Services.


Certificates

· INS Hamla, Mumbai – Best All Rounder in Faculty of Professional Studies
· INS Hamla, Mumbai – Faculty of Professional Studies Logistics School
· Software Technology Group International Ltd, Mumbai – Client Server
· ERNET India, New Delhi – Certificate Course in Network Administration
· Institute of Computer Technology, Mumbai – Dos and Wordstar 4
· Software Technology Group International Ltd, Mumbai – Oracle9i, VB6.0
· HCL Infosystems, New Delhi – Certificate Course in ASP.net
· Creative Computers Mumbai - Diploma in IT Management 
· Grafix IT Solutions, Visakhapatnam – Mobile Enterprises with windows/android
· Grafix IT Solutions, Visakhapatnam – PHP programming with MYSQL
Awards and Recogniztion

· Institute of Logistics Management, Mumbai – Best All Rounder (2001)
· Naval Pay office, Mumbai – Proficiency Award (2005)
· Naval Pay office, Mumbai – Recognized by a book with photo as frontpage (2006)
· Flag Officer Commanding in chief WNC, Mumbai – Commendation (2011)
