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Mobile: C/o 0504973598
E-Mail:  Hemant.303670@2freemail.com  
Aiming for career enrichment in the field of Finance/Accounts
CAREER OBJECTIVE
I seek a challenging assignment in organization that will utilize my knowledge and experience. My aim is to contribute to the objective of the organization and to grow with it. Having an experience in the fields of competition I can be sure of my commitments towards the Company which will endeavour far most in achieving goals

PROFESSIONAL SUMMARY
·  8+Years of Work experience involving sales accounting, sales Reconciliation, Debtors reconciliation, cash handling & accounting, Bank Reconciliation, employee accounts, Maintain of general ledger, internal auditing, Inventory Verification.
·  Working Knowledge  of Ms office  & Tally (ERP.9)


ATTRIBUTES/ ABILITIES: 

·  Excellent interpersonal and communication skills

·  Self- motivated, methodical and process driven

·  A team player, continuous learner and proactive

·  Tenacious, independent and willing to take the initiative




Strength:

·  Positive attitude, hardworking and ability to work under pressure
·  Ability to reach goals
·  Leadership quality
WORK EXPERIENCE
·  SHIVOM GENERAL TRADING LLC. DUBAI, UAE


Designation
: Sr. Executive-Accounts 

Duration
      : From June’2015 to till date

Roles & Responsibility:

· Reporting to the Executive Director
· Handling office cash management.
· Handling Purchase & Sales  Accounting 
· Reconciliation of Daily sales Report
· Reconciliation of Debtor & Creditors.
· Making & Issuing  Monthly Employee  Salary
· Handling Bank Reconciliation & Vendor Reconciliation
· Handling Self-Correspondence with all Business Clients, Suppliers and Banks
· Preparing Daily sales Report for MIS to the Management.

· Booking Day wise sales Entry & Finalization
Logistics Experience:
· Procedure and Processing of Letters of Credit,.
(Imports and Exports/Local and Overseas/Incoming and Outgoing)
· Corresponding with Suppliers and/or Banks for Amendment of facility management
Liaison with Freight Forwarders, Shipping Companies. 
Finance Experience:
· Procedure and Processing of LBD, Chq Discounting, TR, TT 
(Corresponding with Suppliers and/or Banks for Amendment of L/C, LBD, Chq Dis. & TR)
· Worked KBCL India Ltd, Agra, India                        
Designation
: Sr. Executive-Accounts 

Duration
      : From March 2009 to Feb 2015

Roles & Responsibility:

· Reporting to the GM Accounts & Finance 
· Maintain 286 branches accounts in company.
· Handling office petty cash for daily Transaction
· Handling Purchase & Sales  Accounting 
· Reconciliation of Daily sales Report
· Reconciliation of Debtor & Creditors.
· Making & Issuing  Monthly Employee  Salary
· Handling Bank Reconciliation & Vendor Reconciliation,

· Preparing Daily sales Report for MIS to the Management.

· Booking Day wise sales Entry & Finalization
· Worked in AHA AIR HOSTESS ACADEMY Delhi.                        
Designation
: Account
Duration
      : From May 2007 to Jan 2010.
Roles & Responsibility:

· Verify fee summery of 176 Branches as Monthly wise.
· Verify the Bank reconciliation
· Verify the petty cash & Cash transactions of day to day..

· Preparing service tax report and submit to service tax office.

· Submitting IT return files to Income tax office.
· Worked in Chaturvedi Sohan & Co(Chartered Accountant Firm) Mumbai
Designation
: Account & Audit Clerk
Duration
      : From May 2004 to Feb 2007.
Roles & Responsibility:

· Handling bank audit of yes bank.
· Scrap audit of all unit of Sterlite Ind.ltd India 

· Handling audit team in Taxport Syndicate Garment Company.
Audit Experience:
· Vouching of Cash and Bank Books, Sale and Purchase Register, Debtors Ledger, Creditors Ledger, General Ledger so as to authenticate the figures appearing in the Books of Accounts of the client.

· Verification of Banks Reconciliation Statements, Fixed Assets and Stock
ACADEMIC QUALIFICATION
· Completed graduation in Commerce at K.R. Degree .College Mathura in 2004 from Agra University.

TECHNICAL SKILL

·    DOS, Windows, MS-Office (Word, Excel, Access, PowerPoint) Internet.

·    Skills ERP Package Tally (ERP9)
PERSONAL DETAIL
Date of Birth








   :
 28th May, 1984
Marital Status



 



   :
 Married
Languages Known 






   :
 English, Hindi, Gujarati, and Punjabi.

Visa Status








   :   On Employment Visa                                                                        
Declaration: 

I hereby declare that the information furnished above is true to the best of my knowledge. 

Place: Dubai, UAE











yours faithfully
Date:
















Hemant
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