ROHAN
Email: rohan.368679@2freemail.com 
PROFESSIONAL  SUMMARY____________________________________________________________

Talented administrative professional with background in accounting and Finance. Extensive  knowledge of Tally ERP 9, Microsoft Word, Excel, Powerpoint and Outlook

SKILLS ______________________________________________________________________________
· Professional phone etiquettes 

· Excellent communication skills

· Account Analysis

· Reconciliation

· Accuracy

· Banking

· Bills Payable/Receivable

· Cash receipts

· Accuracy

· Team Work

· Self motivating

WORK HISTORY ______________________________________________________________________

02/2015 to Current

Accountant





Smart Travels- Bagdogra
· Cash Handling

· Preparation of Daily Sales Report and Management Information System

· Record transaction in Tally ERP 9

· Preparation of Service Tax

· Creating Invoices and Credit Notes.

· Analysis of Monthly Sales and database and forward to higher authority.

04/2011 to 01/2015

Accountant





Furniture World- Siliguri

· All cash/credit transaction (including petty cash).

· Creating Invoices, estimates and credit notes.

· Preparation of Monthly Sales Report.

· Bills Payable and Receivable.

· Preparation and Filing of VAT and other Taxes.

· Receiving and Issuing Stock.

· Coordinating deliveries.

· Reconciliation of Inventories.

· Entry in Tally ERP 9

03/2009 to 04/2011

Assistant





Goel S Kumar (Chartered Accountant) – Siliguri

· Making Accounts of local Firm (if required).

· Reconciliation.

· Filing VAT and other Tax.

· Preparing Trial Balance, Income Statement and Balance Sheet.

· Auditing.

EDUCATION _________________________________________________________________________

2007


Bachelor in Commerce




North Bengal University- Bagdogra

2004


Higher Secondary- Commerce




Hindi Balika Vidyapith- Siliguri

2002


High School




Air Force School- Bagdogra

LANGUAGES_________________________________________________________________________

· English

· Hindi and 

· Nepali

HOBBIES____________________________________________________________________________

· Playing Guitar


Declaration

I do hereby declare that above particulars are correct and true to the best of my knowledge
Rohan
