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Educational Qualifications:

B.Com (Andhra University- May 1993)
ICWAI- Inter (June 1996)
Working Knowledge:
Thorough knowledge of Microsoft Word, Excel, SAP, Oracle & Xpedeon 2.1
Job Profile: 18 Years of experience in Finance and Accounts.
Job Summary:

1. Qurum Business Group LLC – Since November 2010.

2. Khimji Ramdas LLC- April 2006 to September 2010.

3. T.R.Chadha &Co.-From October 2004 to March 2006.

4. Penguin Electronics Lmt.-From October 2001 to September 2004.


5. Mahanagar Telephone Nigam Ltd.(From Sept. 1998 to Sept.2001- Contract basis on      deputation from Heman Thanvi & Co.)
Name of the Company: Qurum Business Group LLC (Since November 2010).
Job Profile: Senior Accountant-Reporting to Finance Controller
Contracting Division
1. Payment Processing- LC, LTR, local & overseas fund transfers and Cheques.
2. Advance Bonds, Performance Bonds & Tender Bonds- Applications and follow up with bank for Bonds.
3. Processing of supplier Invoices.
4. Office and site petty cash-Booking & reconciliation.
5. Bank reconciliation.

6. Employee Master updates- New arrivals and rejoining

7. Monthly Payroll including leave and final settlements.
8. Audit-Preparing schedules and liaison with auditors( Internal & External)

9. Insurance-New & renewals-CAR, Motor & Fleet, WC & GL, CPM, Fire Policy.

10. Daily cash flow.
11. MIS- Closing entries & reporting.
Trading & Landscaping Division : 
     1. Product coding, costing.
     2. Purchase booking (Local and Overseas)
     3. Liaise with shipping agents and customs agents for container clearance from port.
Contd.

4. Review bank balance of local and foreign currency accounts and booking of foreign currency as per   requirement.
5. Raising of monthly maintenance bills.

6. Local and foreign vendor payments.
7. Utility bills payment.

8. Raising sales invoice.(Trading and Monthly maintenance bills)
9. Debtors follow up and balance confirmations.

10. Bank Reconciliation.

11. Payroll processing.
12. Financial closing and monthly MIS.
13. Day to day administrative work.
Name of the Company: Khimji Ramdas LLC.- Distribution & Retail Division ( From April 2006 to September-2010)
Job Profile: Account Executive-Reporting to Finance Manager.
1. Independently handling Receivable management for Consumer Products and BEL Divisions.
2. Independently handling rebates, displays and promotions related accounting activities
    for capital and branches.
3. Follow up for payments and debtor reconciliation.
4. Issuing rebate and display credit notes.
3. Responsible for initiation legal proceeding for recovering from slow paying debtors.

4. Sales orders approvals.
5. Balance confirmation from customers and principles. 

6. Reconciliation of daily cash collection.
7. .Monthly sales location wise cash reconciliation with the closing trail balance figures.

Name of the Firm: T.R.Chadha & Company (Chartered Accountants)-Mumbai Branch- Sept. 2004 to March 2006
Job Profile: Internal Auditor
1. Responsibilities for Special audit of procurement system, collection and risk system, payroll system for Bharti Cellular Ltd.

2. Quarterly Internal audit for Videsh Sanchar Nigam Ltd.
3. Stock audit of Manufacturing and trading firms.
Name of the company: Penguin Electronics Limited.(Mumbai Branch- Oct -2001 to Aug- 2004)
Penguin Electronics is co- manufacturer of consumer electronics products for Philips India Limited. with Head Office located in Mumbai and manufacturing unit in Damam and Baddi.
Job Profile: Account Payable and Account Receivables (APAR)
1. Independently handling raising tax invoice, preparing receivables statements, follow up for payments.
2. Preparing bill of exchange for discounting with bank.
3. Handling responsibilities relates to Good Inward Note, Goods Return Note and maintaining Excise registers.

4. Debtor ageing analysis and calculation of accrued interest on overdue bill and subsequent raising of debit notes.

5. Preparing and issuing Goods returned related credit notes.
Contd.
6. Preparing month end Receivable and Payables statements for submission to banks.

7. Payment processing for suppliers
8. Raising debit notes for goods return to suppliers.
Name of the Company: Mahanagar Telephone Nigam Ltd. (Mumbai, Sept 1998 to Sept.2001)
Department: Building Constructions, Telecom Revenue, Cash& Administration. 
Responsibilities:
1) Verification of bills presented for payment by building construction contractors with 
Measurement books to check the accuracy of the bills.

2) Assisting in checking tenders called for various jobs contract, to check the financial 
credibility of prospective contractor.
3) Checking of cash and bank vouchers for detecting errors of commission, omission and 
misclassification, thereby passing necessary rectification entries.

4) Assisting in reconciliation of various account books viz. Suppliers, Earnest Money Deposit
 and Security deposits of suppliers.

5) Assisting in preparing and reconciling monthly trial balance .and books closing.

6) Assisting in preparing quarterly schedules.

7) Preparation of journal slips for telecom revenues collected through regular telephone bills, 
demand notes and cheques.

8) Preparation of refund statements and journal slips for refunds.

9) Consolidation of revenues collected through different zones and preparing MIS report .
10) Processing of employees application forms for various advances viz. Festival advance,
temporary  and final withdrawal from GPF account ,etc.

11) Processing of Medical, LTC and TA claims with rulebooks.

12) Processing of leave application forms of employees and thereby making necessary adjustments
 in service books with respect to their leave account.

13) Updating service books of employees by making necessary entries such as change in 
pay scale, crediting their medical leave, half pay leave account ,etc.

14) Assisting in preparing monthly bank reconciliation statement.

15) Preparing TDS of suppliers.

16) Day-to-day administrative works.

*******
