[image: image1.png]


BALVANTSINH
BALVANTSINH.345958@2freemail.com 
Performance-Driven Professional: General Administration / Accounting Operations

Solid interpersonal skills with the ability to contribute as a team player and interface with professionals on all levels, aiming for assignments in Administration / Accounting Operations with a leading organisation 



PROFILE SUMMARY

· Offering  nearly 24 years of demonstrated expertise in Administration, Accounting & Commercial Operations
· Hands-on experience in maintenance & finalization of accounts, budgeting, payroll, working capital management, EXIM operations & documentation, handling profit monitoring, building internal financial controls, etc. 

· Gained understanding in implementing systems / procedures, conducting ageing analysis, preparing key MIS reports to exercise financial control and enhance overall efficiency of the organisation

· Competent in implementing various budget control measures and collaborated effectively with business managers to resolve variances, refine forecasts and identify opportunities for improvement
· Skills in ensuring that sufficient funds are available to meet ongoing operational and capital investment requirements

· Computer proficient in MS Office & Excel, Electronic Banking Systems and Tally with an extraordinary commands
· Possess strong problem-solving, planning & analytical skills

ORGANISATIONAL EXPERIENCE

From Feb’14
:
Neptune Overseas Ltd., Ahmedabad as Accounts Manager 
Feb’13-Jan’14
:
Mine Trade Ltd., Mwanza, Tanzania, Africa as General Manager
Oct’10-Jan’13
:
Neptune Overseas Ltd., Ahmedabad as Accounts Manager

Jul’09-Sep’10
:
Royal Mail, London, UK as Supervisor Officer in Post Office

Nov’02-Jun’09
:
National Multi-Commodity Exchange of India Ltd., Ahmedabad as Sr. Executive – Accounts & Admin
Jul’93-Nov’02
:
Neptune Overseas Ltd., Ahmedabad as Executive Accounts & Import Export
Jun’90-Jun’93
:
Indian Institute of Management, Ahmedabad as Clerk - Administration Department

Key Result Areas:
~ Accounts Receivable & Payables               
~ Accounting Operations


~ Auditing

~ General Administration 

~ Payroll Management


~ Import & Export Documentation

~ Custom Clearance


~ Accrual Accounting


~ Taxation





· Determining financial objectives and implementing systems, policies & procedures to facilitate internal financial control

· Directing all aspects of accounting operations, overseeing all transactions related to general ledger, receivables, payables, payroll and financial reporting

· Analyzing company's financial results with respect to profits, trends, costs and compliance with budgets

· Preparing & maintaining statutory books of accounts & reconciliation of financial statements in compliance with norms

· Presenting a true and fair view of the financial position of the company by way of timely preparation of annual reports; ensuring analyzing the expenditure on a monthly basis to control expenses

· Maintaining MIS & reports and evaluating them for facilitating decision-making process

· Liaising with banks for optimum utilisation of available cash credit limit and taking care of financial systems by means of proper budgeting 

· Leading VAT In-put & Out-put scrutiny & VAT returns

· Accountable for PAYEE, SDL & NSSF calculation and submissions
· Handling all administrative activities like maintenance of office equipment, transport, housekeeping & maintenance of office and record keeping of office stationery including various formats 

· Overseeing overall office operations & salary preparation and coordinating with cross functional departments for resolving their concerns to enable smooth flow of day-to-day operations

· Administering treasury functions including optimum utilization of surplus funds; controlling management of funds & securities and ensuring pay-in/ pay-out of funds in time without fail

· Following up for bills receivables after invoicing to clients, conducting ageing analysis with an aim to keep receivables under control and ensuring that all payments are made to suppliers within the stipulated time frame 

· Coordinating and preparing tax schedules, returns and information
· Deftly streamlined the process of Payment & Collection, thereby resulting in regular, smoothly and effective

· Generated Travelling management for booking all type of tickets, hotel and car.
IT SKILLS

· Internet

· MS Office & Excel


· Electronic Banking Systems
· Tally

COUNTRIES VISITED

· Singapore, Malaysia, Indonesia, Thailand, Macau, Hong Kong, China, UK, Tanzania, Zambia ,Dubai 

ACADEMIC DETAIL

1990 
B.Com. (Accounts & Auditing) from Gujarat University, Ahmedabad

PERSONAL DETAILS

Date of Birth

:
12th May, 1969

Languages Known
:
English, Hindi & Gujarati
