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MANOJ 
E-Mail: manoj.381296@2freemail.com 
ACCOUNTS EXECUTIVE PROFESSIONAL
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~ With over 17 years of experience in Accounting & Finance ~

Versatile, high-energy professional, successful in achieving business growth objectives within turnaround & rapid
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changing environment


Profile Summary

	~Monthly Account Reconciliations
	~Accounts Receivable & Payable
	~Cash Management

	~General Ledger
	~Regulatory Reporting
	


1) Proper documentation.

2) Check preparation.

3) Posting of Receipt Voucher and settlement of invoices in the system.

4) Posting of Journal Voucher in the system.

5) Bank Reconciliation.


Work Experience

(UAE EXPERIENCE)

May’2013-April’18 with Gautam General Trading LLC(Import/Export of Food Stuff)-Dubai as Assistant Accountant Key Result Areas: (For African Countries accounting and operation)

General Accounting & MIS Inputs

· Checking & Maintain Petty Cash.
· Posting all entries from Excel daily sheet to Tally erp 9 as per the system.
· Bank reconciliation of all Bank Accounts.
· Reconciliation of receivables and follow up for payments.
· Reconciliation of all transaction as weekly base.
· Booking of monthly payroll as per company policy.
· Reconciliations of sales and cost yearly.
· Prepare necessary schedules for yearly closing.

July’10-April’13 with Induction Powermelt Pvt. Ltd. (Mfg. of Furnace)-Ahmedabad-INDIA as Accounts Executive. Key Result Areas

· Holds credential in handling & maintaining day to day accounting including preparation of Profit & Loss Accounts, Trial Balance, Bank Reconciliation Statement, Responsible for day to day accounts, cash & banks, funds position, payments, generation of invoice after looking at party outstanding.
· Prepared invoices, cash vouchers, bank vouchers and journal vouchers pertaining to day to day expenses of the company while managing & maintaining its Order Processing functions.
· Prepared and maintaining books of accounts, viz., journals, ledgers, cash books and subsidiaries based on fundamental accounting concepts and principles
July’1996-June’2008 with Bhagodaya Industries (Mfg. Of Food Product Machinery & Spare Parts) – Ahmedabad-


INDIA as Assistant Accountant.

Key Result Areas:

· Preparing manual sales Invoices and transportation activity.
· Entrusted with the responsibility of dealings with clients for flourmills machinery and spare parts.
· Looked after Income Tax & Sales Tax.
· Accountable for controlling and monitoring timely payment to all vendors
· Entrusted with the responsibility of maintaining and expanding the relationship with various lenders
· Liaised with bankers to arrange overdraft and other term loan facilities; reviewed and improved the internal checks and controls related to payment activities

Education

Bachelor of Commerce

Gujarat University

Year of Passing  1995

Result  Second Class

Special Subject  Advance Accountancy

Schooling

HSC (Commerce)

GS Board, Gandhinagar

Result  57 % (Second Class)

Year of passing - 1992

SSC

GSEB – (Baroda) Gandhinagar

Result  Second class

Year of passing – 1988


Professional Qualification

COMPUTER LITERACY

· Tally 7.2 & ERP 9
· Ms Word
· Excel
· Internet Surfing Knowledge.
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  Personal Details


	Date of Birth
	:
	18th Sept.1971

	Gender
	:
	Male

	Martial Status
	:
	Married

	Nationality
	:
	Indian

	Native Place
	:
	Lunawada (Panchmahal)

	Birth Place
	:
	Vejpur, Ta. Savli, Dist. Baroda

	Hobbies
	:
	Reading, Playing & Music

	Languages Known
	:
	English, Hindi & Gujarati

	
	
	


