AESHA
aesha.353277@2freemail.com
CAREER OBJECTIVE
To use my skills in best possible way for achieving the organizations goal, where the work is challenging and rewarding.
POSITION IN FINANCE & ACCOUNTS
· Previously associated with Innovative Telecom & Softwares Pvt. Ltd. as Finance & Material Manager for IT Products & Solutions.
· 5 Years of experience in Accounts, Finance and Material Management.
· Performing day to day processing of financial transactions.
· Accounts, Vendor Management & Cash Management.
WORKING EXPERIENCE
May 2010 – May 2014: Innovative Telecom & Softwares Pvt. Ltd.
Finance Management: - 

· Working as a Finance & Material Manager of the Company

· Managed Accounts Payable, Accounts Receivable & Bank Reconciliation. 

· Thorough knowledge of accounts up to finalization 

· Maintaining Cash & Bank Books and office supply expense accounts.
· Responsible for Taxation (Viz. Income Tax, Sales Tax, TDS & Service Tax)

· Time to Time maintaining data for Income Tax, S. Tax & TDS returns 
· Maintaining Debtors & Creditor accounts & Vendor Reconciliation

· Maintaining records control, filing, office supply purchasing and equipment maintenance
· Maintaining Ledger, Sales Register, Purchase Register & invoice processing.  
· Supervise Store & Maintaining Stock 
· Responsible for Accounting Administration & Timely Payments (viz. Communication – Telephone & Courier Service, Electricity Payment - Office & Store, General Office Establishment arrangement etc.)
· Processing all vendors invoice & Preparing Payment

· Preparation and Verifications of Purchase Bills as per Purchase Order & Quotation of party.
· Responsible for all inventories and its procurement
· To prepare the Bank Reconciliation

· To Plan the Flow of Cash & Bank
Material Management: - 
· Responsible for all function of Material & Logistics department.

· Responsible for day to day operation of material distribution activities.

· Dispatches planning and Designing and modifying the dispatch plan as per the transport market situation.

· Follow up with transporter’s representatives for timely deployment of material
· Timely dispatch of consignment at the clients site
· Managing the Import-Export procedures and documentation for Surface, Marine & Air Shipments.
ACADEMICS
· Masters of Business Administration (with specialization in Finance Management ),2016 
· Bachelor Of Commerce, 2011
TECHNICAL PROFICIENCY

· Tally 9 ERP
· MS Office 
· Internet 

PERSONAL DETAILS
Date of Birth

:           18th November 1990
Gender


:
Female
Marital Status

:
Married
Linguistic Skills                       :           English, Hindi & Gujarati

I hereby declare that the information provided here is true and to the best of my knowledge.
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