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I intend to work in an Accounts department so that I get an opportunity to apply my accounting and administration skills in a friendly and competitive environment where team spirit, good work, loyalty and creativity is recognized, appreciated, encouraged and provides scope for personal growth. Good command over systems like SAP and Tally. Proven analytical, interpersonal and leadership skills in a challenging and demanding work environment. 

Accountant with 1 year of progressive work experience in large size organizations demonstrating expertise in accounting procedures, corporate finance, computerized accounting system – management, MIS, budgeting, financial forecasting, and costing aspects on senior level. Financially astute and a successful businessman with excellent analytical, problem solving, management, people supervision, organizational, business administration, operation and commercial management skills. Well versed with accounting software and good working experience in Tally, ERP and Peachtree accounting packages. Proficient in handling accounts & finance activities encompassing Receivables / Payables, Project Costing, Finalization, Preparing of ledger books and Reconciliation statements. Proficient in handling receivables, analyzing risks and managing bad debts Experience in applying proactive techniques for
Maximizing recoveries and minimizing losses.

2011

    MCOM from Rosary College of Commerce & Arts, Navelim–Goa, India


2009

    BCOM from Rosary College of Commerce & Arts, Navelim–Goa, India
2006

    12th from Rosary Higher Secondary, Navelim–Goa, India
2004

    10th from Rosary High School, Navelim–Goa, India

Sudha & Suresh Pai Associates
Auditor cum Accountant – 15th June 2011 to 30th June 2012
Work involves consulting the client in Accounting, Reporting, Reconciliation, Sox Compliance, Audit and Tax. 

· Maintaining books of accounts of the clients under ERP software,for high profile clients who come under retailing and Investment firms.

· Audit of client’s books of accounts

· Audit of Bank Accounts (Concurrent & Final)

· Entry of vouchers in cash book, bank & Petty cash.

· Preparation of Invoices, Receipts and Payment voucher
· Client Reconciliation Statement.

· Stock Reconciliation Statement

· Generating Sales invoices

· Handling Day to day accounts in Tally ERP.

· Handling Sale Tax Work along with company chartered Accountant.
Commscope Inc
Transport Coordinator HR – Admin Department 20th June 2012 to 30th Jan 2015
Job Profile :

Transport Coordinator in-charge of all the track routes to assure on time deliveries to employees. Review and arrange all transportation paperwork inclusive of driver’s logs, DVIR’s, trip reports and invoices. Record accurately tractor mileages essential for fuel tax monthly and quarterly reporting. Record entire mileages for sub as well as rental equipment for Aim and Conway. Support management team to supervise transportation personnel. Ensure compliance to all security as well as operational procedures.
Job Process:

· Daily Collection of Bus Incoming & outgoing report from Security.
· Creating a summary on Daily Basis for Bus movement based on Data collected from the security. This includes calculating bus rates, Trip cost, Types of Bus used.
· Inspection of buses in the 1st and 2nd Shift.
· Making the graphs using Excel on month basis to monitor the performance of bus vendors on each route.
· Checking the bus bills and sending them to Administration manager for approvals, Later sent to Human – Resource Manager for his approval and then submitted to Finance Department for clearing of bills.
· Booking of pool cars as per employee request and coordination with the drivers as per the requirements.

· Collecting of pool car authorization forms, Making bills and attaching it to the bills sent by the pool car vendors after every 15 days.

· Record driver concerns along with policy violations and direct main issues to Transportation Manager.
· Checking the bills & making entry in the VIM system and if there are any corrections to be done then the bills are sent back to the vendor.

· Windows NT/2000/2003/2008, Windows XP/Vista.

· MS Office applications like MS Excel & MS Word.

· Good knowledge of Tally and its versions
· Good knowledge of SAP and VIM (Voice invoice management)
· Well versed with Tax stream system.

Date of Birth


: 
26th April 1989
Marital Status


:
Single
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