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Profile Key Words
Master of Commerce, Month/Quarter/Yearly Closing of Financial Statements, BRS, Inventory, Vendor/ Customer Management, Fixed Assets Management. 
Summary
· More than 7 years of quality experience in ‘INDIA’ and more than 2 year experience in ‘ABROAD’ in accounts, audit, finance, Inventory Management in India.
· Capable to handle accounts of all the related industries for example, Petroleum, Electrical & Mechanical, Trading, Construction, and Audit Firms etc. 
CAREER RECORDS
NPVR & CO.





Since March’2012 
Accounts & Audit Executive
 Assignment Executed:  WAGE AUDIT for three (3) Subsidiaries of “COAL INDIA LIMITED”- World’s single largest coal producing Government Company. India’s 1 of five Maharatna Company generating profit of more than INR15, 000 Crores.

CURRENT EMPLOYEE
AL JAZEERA INTERNATIONAL CATEERING





Designation 
 Accountant


Period


DEC 2015 to till continue in Job
Roles and Responsibilities

· Daily Entries and Maintenance of ledger.
· Entries of different type of voucher book like (Sale, Purchase, Receipts, Payment) etc.
· Making Monthly Bank Reconciliation Statement (BRS) and review it.
· Involved in Accounting Activities like raising LOCAL PURCHASE ORDER to supplier and check it.
· Helping in Finalization of Accounts and making the statement of it.
· Making the Purchase statement to the supplier after 10 days and monthly basis.
· Accounts Receivables & Payables Management

· Correspondence and Communication with Banks regarding the payments and salaries,
· Monthly Income System Reporting & filling and maintain documents.
· Working in Payroll and making the salaries of our section also looking the settlement account.
· Checking the petty cash report of various department like HR, Stores, HSE and production department.
· Monthly audit in stores and production regarding the stock verification and assets.
PREVIOUS EMPLOYER
BARAUNI PETRO CHEMICAL AND OIL REFINERY

(GOVT. OF INDIA LIMITED)

         Designation 
 Accountant


Period


June 2013 to 21st December 2015

BOC GASES (BOC INDIA LIMITED)





   
Designation 
Junior Accountant


Period


March 2009 to April 2010 
Designation 
 Accountant


Period


May 2010 to October 2011
NPVR & CO. (CHARTERED ACCOUNTANT)

 
Designation 
 Accountant


Period


March 2012 to May 2013
Roles and Responsibilities
· Entries of different type of voucher book like:-Sale, Purchase, Receipts, Payment, Journal
Contra, credit note, Debit note etc)

· To Check Account report and print it like Trial Balance, P& L Statement, Balance Sheet
Statement of inventory etc).

· Ensure financial records are maintained in compliance with accepted policies and procedures
· Monthly Income Statement (MIS) Reporting(details given)
· Helping in Internal Auditing for all projects
· Compile and analyze financial information to prepare financial statements including monthly and annual accounts.

· Review of Monthly Bank Reconciliation Statement (BRS) 

· Accounts Receivables & Payables Management

· Correspondence and Communication with Banks
· Monthly Project wise Financial Statements
· Passing adjusting entries for  closing months
· Inventory Management(Excel)
·    Vendors Management( Verification & entry of vendors invoices)
·   Carrying Out adjustment in Financial Accounts

·    Monthly review of RECEIVABLES,PAYABLES,FIXED ASSETS,STOCKS
·    Reporting to all Level of Management.
· Making Service tax, Income tax repots. 
· Prepare financial management reports
JOB PROFILE

· Manage Account receivable, payable & payroll department.
· Prepare annual company accounts.
· Administrate bank function. 
· Prepare Bank Reconciliation Statement (BRS)
· Maintenance & Records company expenses.
· Finalization of Accounts.
AUDITING PROFILE
Audit of Govt. Companies
 :   BCCL (Subsidiary of COAL INDIA LIMITED)
Audit of Various company
:    Contractor co., Manufacturing co., Catering co., Motor co., Trading co., and as well as transporting co (AIRLINE)

        Academic Qualifications


· Passed Master of Commerce from Kolhan University, Chaibasa in the year of 2013 holding 1st Class with 66%.
· Passed Bachelor of Commerce (Accounts Honors) from Ranchi University, Ranchi in the year of 2010 holding 1st Class with 61%.
· Passed Intermediate from Jharkhand Academic Council, Ranchi in the year of 2006 with 1st Division with 66%.
· Passed Matriculation from Jharkhand Academic Council, Ranchi in the year of 2004 holding 1st Division with 67%.
Professional Qualifications
*CIA (Computerized Industrial Accounting)
:  “Oxford Institute of Information & Technology”
**Accounting Training     : “Jan Shikshan Sansthan, Jamshedpur, 2009”
Achievement 
-GDBC (Group Discussion & Business Communication):   The Institute of Cost Accountants of India
--Employee of the month in the month of August-2016 in AL JAZEERA INTERNATIONAL COMPANY
IT Education 
Computing, Accounting and Finance / Information:  “The Institute of Cost Accountants of India”   

                                                                                              in the year of 2013.
Basic computer course:
“Jharkhand council on science & Technology in the year of 2003.
Good in

 : TALLY 9 & TALLY. ERP9
Advanced In

 :  MS EXCEL, MS WORD, MS POWERPOINT
MIS Reporting
· Recording of customer’s orders (with Name, date, No, amount, period etc)
· Invoicing(an updated file of all customers billed and vendors invoices)
· Payroll etc.(full update of employees’ joining, salary, overtime, service benefit, leave, termination, promotion etc)
· Prepare Monthly & Yearly Statement of Sale tax.
· Cash/bank details, fixed assets, insurance, service benefit (ESB), settlement, exit, leave.
I have prepared the accounts of following clients
ASL MOTOR PVT LTD, BRIJYOTI ENGINEERING LTD, ARUNODAYA PVT LTD, EXALT ENGINEERING PVT LTD, ASL ENTERPRISES LTD, NVPR & COMPANY (CHARTERED ACCOUNTANT FIRM), ALLY ENTERPRISES LTD, JHARKHAND FUEL TRADERS, B.N TRACTOR, ARUN TRADING COMPANY, etc- India
Candidate Profile

Self motivated, Confident, Co-Operative. Able and agree to work Beyond normal working hours in case of Tax Audit/ Statutory Audit/ Internal Audit.
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Sheikh.361878@2freemail.com








Software Known





SAP &


 TALLY7.2, 9.0, Tally.ERP9, ERP FOCUS,ERP PACT, Microsoft Office








Passport Details


ISSUE		13/07/2011


EXPIRY 	12/07/2021















