PURAN
Puran.306922@2freemail.com 

Area of Excellence

Profile Summary
ERP Module
Account Reconciliation
Accounts Payables Accounts Receivables Advance Excel
Bank Reconciliation
MIS Reports
Documentation & Reporting

A Senior Accountant with over 5 years of experience in performing accounting process using ERP
Planned and executed monthly/quarterly / annual closure schedules; provided monthly financial statements; administered the monthly closing process Managed processing of Accounts Receivable (AR) invoices,  billing  and credit notes, reconciliation of customer accounts, credit analysis and follow-up on collections
Supervised daily Accounts Payable (AP) processes and clerks; managed vendor relations as well as timely and accurate processing of invoices, purchase orders, expense reports, credit memos and payment transactions
Prepared, examined, and analyzed accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards
Experience in recording monthly transactions; assisting in major bank reconciliations as well as matching and verifying cash expenses
A communicator, analytical with relationship management skills
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Education
MBA-Finance from Sikkim Manipal University in 2014 B.Com from Delhi University in 2011
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	Work Experience

	Apr’15 – Sept’16 ATS Infrastructure Ltd. (ATS Group Real Estate Co.), Noida as Senior Accounts Officer
Dec’12 – Mar’15 with HIMCON Engineers (I) Pvt. Ltd. (Civil Construction Co.), Noida as an Accounts Officer
Apr’10 – Dec’12 with Sunshine Infrawell Pvt. Ltd. (Real Estate Co.), Noida as an Accountant
Package used: ERP & Tally
Role:
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   Managing:
· accounts individually till finalization of  accounts
· Contractors & vendors accounts, generating weekly on demand cheques & paying to the contractors & vendors
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   Maintaining day to day Imprest sheets/Petty cash book, Sale, Purchase & Taxation Files
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   Preparing   budget  and   monthly   MIS   report   along   with   monthly trial balance, profit and loss account and balance sheet
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   Administering   the   activities   such   as   trade   receivable,   trade payable, control over cost and so on
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   Filing  the  Tax  Returns  of  Sales  Tax,  Service  Tax  &  TDS  &     depositing monthly Sales, Service Tax & TDS Payments
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   Performed:
· Checking of Salary, EPF & ESIC payment on monthly basis
· Maintaining records of Form-38 & C-form
· Cash and bank reconciliation on monthly basis [image: image7.png]


   Supervising the activities such as:
· Calculating credit and liquidity risk, cost department and project wise as well as fixed assets, staff terminal benefits, provision for staff leave and passage; provisions for expenses
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   Liaising with the auditors and banks for required documents [image: image9.png]


   Generating income statement and calculating income tax
Achievements:
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   Provided   information   on   financial   status   by   provided   reports     like intercompany reconciliation & fixed asset capitalization
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   Accelerated   the   monthly    reconciliation    process    of   Vendor   balance confirmation
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   Recorded all accounting entries in recorded all accounting entries in ERP Farvision Module
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   Achieved cost saving through providing proper debit notes to the  vendors against short material
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   Reduced  receivables  receivable  up to  60%  in  a  month’s  time  as  part of preparations for the Accounts Receivable (AR) migration

	Soft Skills
Personal Details

	Communicator Innovator Thinker Collaborative Intuitive
Team Player
	Date of Birth: 23rd March 1989
Languages Known: English, Hindi & Kumauni
Marital Status: Unmarried Nationality: Indian
           Visa Type & Validity – Long Term Visit Visa (90 days)



Career Timeline





Certifications


Diploma	in	E-Taxation





Apr’10 – Dec’12


Sunshine Infrawell Pvt. Ltd. (Real Estate Co.) as an Accountant





   Apr’15-Sept’16


ATS Infrastructure Ltd. (ATS Group Real Estate Co.), Noida as Senior


Accounts Officer





Course from Well Educate


India Institute Noida





Diploma in Tally.ERP9 from


Pary





Academy





of





Accountants





Diploma in ERP Farvision Software from ICA Noida





HIMCON Engineers


(I) Pvt. Ltd. (Civil Construction Co.), Noida as Accounts


Officer.


Dec’12 – Mar’15





IT Skills


Windows XP, 2007, MS- Office   2007   &   2010(MS-





Word,





MS-Excel,





MS-





Outlook Express





Tally ERP9 & ERP Farvision Software
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