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 JOSEPH          Email: joseph.342820@2freemail.com                          
Aspiring for senior level positions in Finance & Accounts with an organisation of high repute 
Profile Summary
A dynamic professional with 21 years of experience in:
~ Finance & Accounts

~ Financial Reporting

~ Accounts Receivables & Payables
~ Taxation



~ Auditing


~ Commercial Operations

~Liaising & coordination

~ Payroll Management
~ Factory Administration


~ Facility Management

~ Transport & Housekeeping
~ Vendor Management


~ General Administration

· Capable of improving operations, enhancing business growth and maximising profits through the achievements in finance management, internal controls & productivity improvements

· Proficiency in managing financial accounting, receivables & payables management, preparing ledger books, bank reconciliation statements and finalization of accounts

· Expertise in managing various operations involved in financial / purchase / stock accounting and accelerating the business growth

· Skilled in handling a wide spectrum of administrative & facility management tasks including housekeeping, vendor development, effective cost controls systems, etc.

· Possess excellent people management, analytical abilities and problem solving skills
Skill Sett 
· Evaluating internal control systems / procedures, preparing audit reports with a view to highlight the shortcomings and implementing necessary recommendations

· Monitoring preparation of statutory books of Accounts, Bank Reconciliation, Party Reconciliation & Consolidated Reports in compliance within prescribed time & accuracy norms

· Looking after financial statements like Trial Balance, Profit & Loss A/c, Age-Wise Accounts Payables & Receivables, etc.

· Preparing the Personal Files, Cash & Fund Flow Statement, Balance Sheet, Audit Reports, Sales Invoices, Debtors Reconciliation and other financial reports to keep track of financial performance

· Conducting the accounting for raw material, incoming material, making appropriate arrangements to ensure timely deliveries, processing the bills of the vendors, etc.

· Managing the physical verification of stocks & reconciling with books, also monitoring necessary records to track the inward / outward movement of goods

· Directing the reconciliation of accounts receivable trial balances with the general ledger control account

· Computing & arranging for timely deposit of taxes and filing of returns for timely completion of assessment and ensuring statutory compliance

· Preparing & sending letter of credit (both indegenous and overseas) documents for negotiations
· Ensuring smooth operations at all times & maintaining proper decorum & discipline by implementing / modifying policies; ascertaining administration of Standard Operating Procedures (SOPs)
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Work Experience

Mar’04 to Dec 16: Equipments Pvt. Ltd., as Manager – Accounts & Admin
Joined as an Accountant and rose to the position of Manager – Accounts & Admin
Key Result Areas:

· Overseeing the entire finance and accounts operations including finalization of balance sheet, reconciliation of accounts which includes Order closing and payment follow-up, filing of statutory returns, Office Correspondence. 

· Looking after day-to-day petty cash operations, making payment to suppliers and contractors.
· Coordinating with bank officials and looking after the preparation and submission of credit facilities renewal proposal.  
· Handling the entire tax operations including online payment of advance tax  and Self Assessment Tax, TDS deduction from contractors and from salary, monthly online payment, quarterly return preparation & submission.
· Filing of revised TDS Return and generating and issuing of TDS certificates on quarterly basis

· Taking care of the preparation of monthly P.F. return and online validation, generation of ECR file and challan for monthly payment.  

· Handling preparation & submission of:

· Monthly and Yearly Excise Return & Service Tax Return and monthly online payment
· Monthly or Quarterly VAT & CST Return  and monthly online payment

· Monthly Export Return to EEPC

· Responsible for the 

· Preparation of Monthly/Quarterly Returns, online payment, preparation of online “C” forms application and issue of “C” forms on Quarterly basis.  
· Follow up with Customers for C’ Form

·  Overseeing the commercial operations functions including

· Preparation of export documents, submission of document to Bank, applies for Bank Realization Certificate (BRC).  Verification and approval of   Shipping Bill Checklist before Custom filing and approval of Bill of Lading.  Submission of documents with Excise Dept. towards Proof of Export. 
· Preparation of Certificate of Origin and GSP. Preparation of Monthly Export Return of EEPC.  ECGC coverage of an Export consignment

· Preparing documents for import remittance, submission of document to Bank, verification and approval for Bill of Entry before custom filing.  
· Logistic Arrangement & Transit Insurance arrangement of Import & Export Consignment

· Spearheading the entire general administration including 

· Keeping personnel records   like Leave, Medical, Re-imbursement, LTA,   Advance etc., 
· Generation of Payroll Report, Calculation  of Gratuity, Bonus etc., 
· Dealing with   various Government Departments like Income Tax, Sales Tax, Excise & Service Tax, Factory Inspector, Labour Office, P.F & ESIC Dept. and Profession Tax, MLWF, etc.

· Payroll, planning & disbursement of compensations and perks of direct and indirect employees.  
· Formulating various policies like leave policy, modification and amendments in Personnel Manual as required etc.  

· Attending inspection of various government officials.  
· Employee’s welfare & social security schemes – handling of Insurance policies like   Med claim, Personal Accident, Gratuity, etc.  
· Negotiating with Insurance companies. Submitting & settling the claim.
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Highlights:
· Efficiently completed the auditing work. At the time of joining Flash Point. Audit Finalisation was completing on the last month of Filing of Income Tax Return, gradually the time  has been reduced and since 2012 the Final Balance Sheet was finalised  in the month of May of the subsequent Financial Year.
· Received tax exemption like Duty Free Import of goods under Advance Licence, Duty Free Export under UT-1, Sales Tax exemption and Electricity Duty Exemption under PSI 2007 scheme - Eligibility Certificate (E.C.)
Previous Experience
Mar’03-Feb’04 with Track Zero Systems & Spares, Chengannur as Customer Service Engineer (Computer Hardware)
Jul’98-Mar’01 with Brite Laundry & Dry Cleaners, Manama, Bahrain as Accountant
Jun’95-Jul’98 with Kunal Forge Company Ltd, Pune as Accounts Executive

Jun’93-May’95 with Gajanan Finance & Investment Corporation (Regd), Pune as Clerk –cum-Accountant
Academic Details

1997
B.Com. from Pune University
2003
Diploma in Computer Hardware & Network Engineering (DCHNE) from ECIT, Kerela 
Others:

· DCFA Course in Datapro, Pune. (Diploma in Computerised Financial Accounting)

· Accounting Package Tally from Bright Computer Institute, Pune
· English Typewriting Lower Exam @ 40  w.p.m. from Kerala  Government Technical  Examination, Kerala

Personal Details
Date of Birth          : 
    8th May 1972
Languages Known  :
    English, Hindi and Malayalam
Martial Status         :      Married
