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Mobile: C/o 0504973598 , Email: mridul.265782@2freemail.com 
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ACCOUNTS PROFESSIONAL

[image: image3.png]


EXECUTIVE PROFILE

· Dynamic professional with more than 8 years’ experience in Accounts and Administration. Presently working with National Rural Health Mission as Accountant cum Asst. Block Programme Manager 

· Demonstrated ability in managing functions such as Finalization, Receivables & Payables and Reconciliation

· Adept in carrying out taxation activities such as Preparing timely assessment, Filing returns and depositing amount pertaining to Income Tax, Service Tax, TDS, VAT, Professional Tax etc. 

· Established track record of having handled Project Planning, Funds Management and Budgeting for various developmental activities and ensuring optimal utilization of the funds

· Proven acumen initiating and managing the projects including financial aspects, undertaking research work & networking with different stakeholders
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PROFESSIONAL EXPERIENCE
Joint Director of Health Services






Jan 09 – present 

Accountant cum Asst. Block Programme Manager

· Motivating staffs of various departments of government, local bodies at the block level. Co-ordinating activities with NGOs working at block level for social mobilization

· Preparing evaluation tools to carry out at different levels of project implementation to patch up as well as to capacitate the manpower involved in project

· Reviewing Operational expenditure/control for strategically planning & implementing innovative strategies to initiate finance control 

· Consolidating detailed expenditure statement & other payables and Submitting to higher management on a regular basis

· Scrutinizing bills received from vendors, Verifying all particulars, Preparing payment advice and disbursing payment on time

· Computing taxation liabilities pertaining to Income Tax, TDS, VAT and Filing returns on time

· Processing payroll, Preparing salary statements and coordinating with Bank for timely credit of employees salary

· Deducting PF/ESI on employees salary, Filing return and depositing with the authorities within stipulated date

· Consolidating MIS reports with key data and submitting to higher officials on a regular basis

DOWN TOWN HOSPITALS LTD., DISPUR






Jan 08 – Dec 08

Accounts Assistant

· Handled Accounts Receivable and Payables function including Debtors / Creditors reconciliation

· Maintained Purchase Book, Sales Book, Cash Book, Bank Book, Stock register and various other subsidiary books of accounts

· Assisted senior officials in preparing financial statements such as Profit & Loss A/c, Trial Balance and Balance Sheet

· Consolidated all data on Funds position, Outstanding Receivables / Payables, Prepared and submitted detailed financial report to management on a monthly  basis

· Processed payroll, Prepared salary statements and coordinated with Bank for timely credit of employees salary

· Deducted PF/ESI on employees salary, Filed return and deposited with the authorities within stipulated date

· Reviewed all transactions, Verified all entries and Prepared reconciliation statements pertaining to Bank, Inter-branch, Sales and Purchase transactions

· Ascertained tax liabilities with reference to Income Tax, Sales Tax, Service Tax, TDS, Professional Tax; Filing returns and remitting dues within stipulated date
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ACADEMIC CREDENTIALS
M.Com
Monad University’2012
IT Skills

MS Office, Tally ERP 9
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PERSONAL DETAILS
Date of Birth
: 1st May 1985

Languages
: English, Hindi, Assamese

References
: Shall be furnished upon request 



DECLARATION



I do hereby declare that all the abovementioned information is true to the best of my knowledge.

Place: Sivasagar






(MRIDUL) 
