CURRICULUM VITAE


Narender
Email: narende.368833@2freemail.com
______________________________________________________________________________________
Intend to build a career with leading Corporate of Hi-tech environment with Committed & dedicated people, which will help to explore myself fully and realize my potential in Office Administration & Finance Sector. As Senior Accountant & Audit with over 15 years of experience, I have a keen ability to manage accounts and monitor for discrepancies & Handle office admin tasks. I have managed complex accounting tasks and also prepared and analyzed budgets. I am very comfortable with software packages and am looking to demonstrate further my leadership skills and accounting expertise. Having working knowledge of accounting software in Tally (All Version-in India) and ERP-Crux in UAE, Acquired abilities to deal with people at all level’s and take independent decisions in high-pressure environment.

Desired Positions

Office Administrator & Senior Accountant 

Work Preferences

Desired Salary


Negotiable 
Availability


Immediately
   

Desired Job Type


Finance/Accounts Department  

Current Location


India 

Skills and Experience
Finalization of Balance Sheet, Bank Reconciliation, Cash Flow Statement, Fund Flow Statement, 
Management Reports, Maintaining accounting ledgers and performed account reconciliation
Job Responsibility

Coordinate the activities of the accounting staff

Following standardized company procedures relating to all aspects of Office performance

Organized the set-up of all Office meetings

Processed correspondence in responses to customer complaints.

Filed and maintained accounting and payroll records.

Creating financial and statistical reports

Analyzing problems by collecting data, establish facts, and drawing valid conclusions

Strong work ethic; self-starter; results orientated.

 Revise and implement accounting standards as per the changes in the federal regulations

 Conduct internal audits for regional offices

 Calculate tax for a given period and file tax statements as required by the federal authorities

 Respond to all inquiries by the federal agencies and provide requisite information and/or documents for reference
 Train and mentor the accounting staff and evaluate their performance for annual appraisals

Generating Financial Report, Online Tax deposit and Returns, Book Keeping, Income Tax, VAT, TDS/TCS, Excise, ROC, Stock Audit, Stock Statement for Financial Institution & Management, Freight Subsidy Case
Employment History

Senior Accountant & Administrator  at B.P.ITI , Nahan-HP-                           (Nov. 2014 to Continue)

Sr. Acct. & Admin. Officer at Alkhalij Enterprises LLC, Abu Dhabi, U.A.E. (Nov. 2010 to Oct.,2014)
Senior Accountant at United Polyfab (P) Ltd., Ahmadabad, India                   (July 2007 to Sept. 2010)
Asst. Auditor at Samir Kohli & Associates, Nahan HP                                    (July 2005 to June 2007)
Accountant at J. B. Rolling Mills Pvt. Ltd. Kala-Amb HP                               (Sept. 2004 to June 2005)
Article Clerk at Gupta Ashok Kumar & Associates, Chandigarh                     (Aug.2001 to July 2004)
Qualifications

	Completed
	Institution
	Degree / Qualification


2004


    ICAI, New Delhi

3 Years Article Clerk Certificate

2001


    HPU, Shimla, India
           
Bachelor of Commerce (1st Div.)
1997


    HPSEB, Dharamshala, India
Plus Two (Commerce)
1995


    HPSEB, Dharamshala, India
Matriculation

Personal Details

Date Of Birth
 : 25th May, 1980
Religion

 : Hinduism 
Caste

 : General
Marital Status
 : Married 

Nationality
 : Indian

Language Known
 : English, Hindi    

DECLARATION:

I hereby declare that the information furnished above is true to the best of my knowledge and belief.


Signature: 
Date
  :

Place
  :  UAE
