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E-mail: sandeep.333587@2freemail.com 
	ABOUT ME


I am an intrinsically eternal optimist. Honesty and total devotion are my principles. 

	OBJECTIVE


To apply my knowledge and contribute towards the enlargement of company. My first priority would be hundred percent devotion towards the work assigned to me.
	EDUCATIONAL QUALIFICATION


· Bachelor’s degree in Economics (B.A) from IGNOU, New Delhi.
	WORK HISTORY


· Working at the Rotana Group, Dubai, UAE as Accounts Receivable/Payable Supervisor
Role responsibilities

· Performing  a variety of accounting and bookkeeping duties according to established policies and procedures.

· Maintaining contact with clients (Corporate, Government & Travel Agents)  and observing confidentiality of client and firm matters.
· Preparing Proforma Invoices for new & potential clients.
· Utilizing computerized accounting software programs (Sun System, MS Excel, MS Word,  Vision excel) to perform duties and responsibilities.
· Generating accounting statements and reports.
· Researching cash receipts, coding and posting of receipts.
· Preparing daily bank deposit and daily collection reports.

· Oversees client trust accounts, accounts receivable rebates and payment reversals.
· Operates office equipment including personal computer, copiers, fax machines and 10-key calculator.
· Researching and applying unallocated cash and credit card payments.
· Organizes and maintains up to date financial records of the clients.

· Providing monthly financial and client account reports.
· Maintaining telephone and e-mail contact with the Finance Team of corporate clients, in order to effectively follow-up for the payments.

· Pays visit personally to the Government entities for the submission of Invoices and follow-up of payments.

· Reconciling accounts and sending updated statements on a weekly basis after allocation of the procured amount.
· Disbursing payments to suppliers after reconciling their accounts.

· Issuing payments through Cheques and Bank Transfers.

Handled the position of Payroll accountant at the Rotana Group
Role  Responsibilities

· Ensuring the accuracy of payrolls by auditing departmental pay authorizations and verifying deductions from wages. Managing the payment of wages and salaries via the accounting system and preparing monthly Payroll reports.

· Manage workflow to ensure all payroll transactions are processed accurately and timely.

· Reconcile payroll prior to transmission and validate confirmed reports.

· Process correct garnishment calculations and compliance.
· Execute eTime time and attendance processing and interface with payroll.
· Develop ad hoc financial and operational reporting as needed.

·  Update and reconcile monthly bank statements from Oasys (software).

· Processing the employee Vacation requests and facilitating timely disbursement of payment.

· Preparing monthly reports and submitting it with the Manager.
· Worked at Target Corporation India , Bangalore as HRO deputed by Adecco India PVT LTD. 
Role Responsibilities 

· Audit and update incoming HR documents ensuring that each is complete. 

· Verify team member information.

· Utilize the on-line resources and process pages for fast, accurate information  regarding job functions and procedural changes.

· Maintain performance standards, both in production and quality of service.

· Send the processed documents back to the HR department in the U.S. after verification.
· Serve as a resource to other process team members.
· Worked for Etech Inc., a US based multinational company for 9 months as an analyst (AT&T & TWC non-voice) in Gandhinagar, Gujarat. 
Role responsibilities 
· Assisting customers in placing orders for AT&T home phone, DSL Internet and Digital TV and refurbished I-phones.

· Assisting existing TWC customers with the billing queries and technical troubleshooting of the devices (Routers, DTH boxes) remotely.
· Worked for Palm IT & Consultancy Pvt. Ltd. For 7 months as Client Sales Executive in Gandhinagar,Gujarat. 
Role reponsibilites 
·  Sales of 3G mobile connections to UK customers.
· Sales of Insurance, collateral-free loan and re-mortgage.

	SKILLS/ABILITIES/KNOWLEDGE


· Capable to do all Computer Network related tasks.

· Knowledge of TCP/IP and WAN & LAN.

· Good Accounts knowledge.

· Very good in English communication.

· Showing voracity in learning new things.

· Sound knowledge of the economy of the country.

· Good all round knowledge and vehement desire.
	CERTIFICATIONS


· Diploma in Hardware & Networking – IIHT Computer Edu.

· A+, N+, MCTS, Server Administration

· Cisco Routers administration course – IIHT Computer Edu.
Subnetting, OSI layers, TCP/IP Protocols, Wide Area Networks, Virtual   

     Virtual LAN’s.

	PERSONAL PROFILE


· Nationality


: Indian

· Languages known

: English, Hindi, Malayalam, 
· D.O.B



: 02.01.85
