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NATIONALITY 





INDIAN

TOTAL EXPERIENCE                                                           

+ 15 Yrs.  Experience as Accounts & Administrative works with growth oriented organisations.

PRESENT EMPLOYMENT 
· Presently associated with Noble Shipping & Logistics LLC, Dubai, UAE as a Accounts Executive.
PREVIOUS EMPLOYMENT                                                           

· Infrastructure Development Authority (Govt. of Bihar) as a Executive – Commerce Stream, Patna, Bihar, India

· Kitply Industries Ltd., (Adhesive Division) Sales Depot Accountant Patna, Bihar, India 
· Doctor Morepen Ltd.  (FMCG Division  )   Sales Depot Accountant 
Patna, Bihar, India
SPECIALISATION                                                           

· Tally (Accounting Software) ver. 4.5 to 9.0 erp (Expertise)

· Book Keeping 

· Stock Keeping

· MIS Reporting

· Computerized Payroll Accounting

EDUCATIONAL QUALIFICATIONS

· B. Com.       Second Class    1998-2001              Patna University       Patna

· Post Graduate Diploma in Finance Management,  P.U.                       Patna

PROFESSIONAL QUALIFICATIONS

· Certificate in Computing                    1998            I G N O U                      Patna
· Diploma in Computer Application  1995            Computer Guide        Patna
SOFT SKILL

· Tally (Erp)

· Office package (Ms-Word, Ms-Excel & Ms-Power-point), good working knowledge on Tally, Word, Excel.
· Operating system (Ms-Dos, Ms-Windows)

· E-mails & Net Surfing (Receive, Send, Download etc.)
· Trouble Shooting 

DATE OF BIRTH




July 19th, 1978
MARITAL STATUS




Married
OBJECTIVE                                                             

Keen to work for a professional, progressive organisation that will make good use of my varied expertise and skills, value my abilities and potential, inspire me with challenging work and provide opportunities to enhance my skills and knowledge towards professional and personal growth. 

EMPLOYMENT HISTORY
1]   Aug 2009 to till date       Noble Shipping & Logistics (LLC), Dubai, UAE

       Accounts Executive. (Present)
· Maintain & prepare Manual and Computerized all Books of Account

· Prepare Computerized. Employee wise Salary Detail.

· Maintain Computerized Job wise and Party wise record.

· Prepare Bank Reconciliation.

· Month end reports submit to management.

· Other documentary works assist and instructed by senior officers.
2]   Dec 2007 to July 2009    Infrastructure Structure Development Authority,           

         (A Govt. of Bihar Undertaking) Patna. Bihar, India



      Executive – Commerce Stream. (Previous)
· Maintain & prepare Manual and Computerized all Books of Account

· Prepare Computerized. Employee wise Salary Detail.

· Maintain Computerized Project and Party wise record.

· Prepare Utilization Certificate.

· Fund detail of  Land Bank Scheme.

· Month end report submit to management.

· Other documentary work assist and instructed by senior officers.



3]   Aug 2005 to Nov 2007  SEA TRADERS super distributor of                                          

                                                                                                (Doctor Morepen Limited). Patna. Bihar, India
4]   Apr 2001 to Aug 2005  SEA SALES CORPORATON CFA of                                          

                                                                                                (Kitply Industries Limited).  Patna. Bihar, India



Sales Depot Accountant  (Previous)
· Responsible for day to day Accounting Functions with Tally.

· Preparing the MIS report related to Depot Stock.

· Preparing the bills for the parties after completion of Printing.

· Maintaining separate Party wise ledger and put their daily collections which are report to proprietor.

· Maintaining inventory details.  Making payment of Creditors.

· Accounts Finalization for the purpose of Income Tax return file.

· Physical verification of Stocks. Preparing Bank Reconciliation.

· Responsible for salary processing for all staffs.

· Preparing MIS and Monthly Budget reporting on a monthly/ quarterly basis which is reported to Management. Preparing of Vouchers as daily basis.

· Maintaining proper stock management of liveries and stores including physical verification.

· Verifying of cash balance at the end of the day and tally it wish the computerize balance. Reconciliation of party accounts on monthly basis including T.D.S.

· Sending data for reconciling inter office transactions to H.O.

· Sending of debit & credit advice on monthly basis. Preparation of monthly bills Preparation of monthly financial M.I.S. and transmission to H.O. 
OTHER SKILL




Typing

· Eng      45 wpm

· Hindi   25 wpm

· Urdu   15 wpm 

INTERESTS

· Social work, Reading current affairs, news papers, magazine

· Hearing Songs & Ghazals, Playing Football.
LANGUAGES KNOWN

· English, Hindi, Urdu.


                                                                            Page 1 of 3


