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CAREER OBJECTIVE:
Seeking a career in an organization that provides motivation, ambience, upward mobility and exposure to innovative technology, which will help my potential and provides an opportunity to workforce professional advancement.

EDUCATIONAL QUALIFICATION:
· 10TH BIHAR SCHOOL EXAMINATION BOARD OF PATNA 2007.

· 10+2 WEST BENGAL COUNCIL OF HIGHER SECONDARY EDUCATION 2009.
· Graduation in Commerce BCOM(HONS) From UNIVERSITY OF CALCUTTA 2012 .

PROFESTIONAL QUALIFICATION:
· Diploma in Tally erp9 From NIIT (KOLKATA)                       

WORK EXPERIENCE HISTORY:
· Working as a Finance Analyst (Function: Finance and Accounts) at EXL Service.Com (I) Pvt.Ltd (US based IT enabled services - Business process outsourcing) GURGAON INDIA From 15th Jan 2016 to Till date.
· Worked as an Accountant (Function: Finance & Accounts) at BONANZA PORTFOLIO LTD From 24th Aug 2015 to 9th Jan 2016.
· Worked as an Accountant at SHARMA & ASSOCIATES (TAXATION LAWYER) From 20th March 2014 to 10th Aug 2015.
KEY RESPONSIBILITY AREAS:
Work Profile at EXL Service.Com (I) Pvt.Ltd.
· Handling & Maintaining Accounts in ORACLE NETSUITE
· Handling Accounts Payable and Reconciliation
· Complete reconciliation on Vendor Statement 

· Handling payment process through CRF and Direct Payment to Vendor 

· Handling Payment Receipts and Transfer entries from one units to another units 
· Voucher Closing after completed payment process 
· Short out of pending transactions on the basis of Reconciliation of Vendor statement

· Handling emails & queries of Vendors and Customers 

· Invoice Processing of Vendor

· Invoice status report on Weekly in Transaction Report 

· All Pending transactions Report to the Market in Fortnightly Report Pack

· Total Outstanding Amount Report in Fortnightly APSL   

· Total Payment Status Report in Monthly Matrix 
· GL scrutiny along with Data feeding 
· Every Week At least One Payment on SLA
· Preparation of Profit & Loss A/c, Trial Balance and Finalization of Balance sheet 

· Preparation of MIS Reports 
· HMPR Report
· Sales Report
· Knocking off Transactions of open item   

· Month End Closing

· Billing of Invoice Manual Capture

   Work Profile at BONANZA PORTFOLIO LTD.
· Handling & Maintaining Accounts in LD Accounting Software

· Handling Accounts Receivable and Accounts Payable (AR/AP)

· Purchase Invoice and Sales Invoice of Vendors & Customers
· Processing of Vendors and customer invoices 
· Handling Vendor reconciliation & Payments
· Accounting areas covered Bank Reconciliation, Party Reconciliation
· Handling & Maintaining Petty cash transactions through GL 

· Ledger scrutiny along with Data feeding
· Follow-up all queries related to Vendors & customer

· Direct reporting to the ‘HOD’.   

Work Profile at Sharma & Associates(Taxation Lawyer).

· Handling & Maintaining Accounts in Tally erp9 

· Accounting areas covered Bank Reconciliation, Vendor Reconciliation, Purchase, Sales, Salary & TDS working.

· Handle Petty Cash
· Preparation of Profit & Loss A/c, Trial Balance and Finalization of Balance sheet.
· Assisting & Providing Information to Auditors during the course of Internal & Tax Audit.
· Preparation of MIS Reports 
· Handling emails & queries of Vendors and Customers 

PACKAGE KNOWN:
BASICS OF COMPUTER 

· MS Excel Advance (Vlookup,Pivot,Filter Etc.)
· MS word
· MS Power Point

OTHER SUBJECTS:
· Internet Explorer
· Front Page
 ACCOUNTING PACKAGE:                                                                                                           

· NETSUITE Oracle Software
· LD Accounting Software

· Tally ERP 9

PERSONAL DETAIL:
Date of Birth

:

01-Aug-1992
Marital Status

:

Unmarried

Nationality

:

Indian
Language Known
:

English,Hindi,Bengali

KEY STRENGTH:
Positive Attitude, Interactive, Hardworking.

Date:…………….

Place:……………






                                     
