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 Core Competencies
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 Profile Summary


	 Accounts Receivable
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 Accounts Payable
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 Forecasting
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Salary & TDS Calculation
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 Financial Reporting & Analysis
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 Administration
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 Cash Management
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	· Result-driven professional leveraging 11 years of proven success in impacting profitability through Accounts & Administration with Education sector 

· Proficient in steering overall accounting operations, financial transactions, general ledger account transactions and so on 

· Commendable professional development in maintaining general ledger accounts by creating journal entries; reconciling accounts receivable, preparing monthly accruals and entries; analysing and reconciling accounts payable ledgers; developing fixed asset depreciation and accruals

· Competent in sustaining harmonious relations among management and workers through efficient administration

· Incisive knowledge of reviewing compliance with accounting standards, ensuring that documentation is in compliance with quality standards of the firm

· Successfully presenting fair view of the financial position of the company by way of timely preparation of annual reports and analysing expenditure on monthly basis to control expenses



	

	[image: image11.png]3



 Soft Skills
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 Career Timeline
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 Technical Skills

· MS Word 

· MS Excel 

· Tally ERP.09

· Saral E-Tds Software

· Lyceum – Fee Management Software

· Saral – Paypack –Salary  Software 
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	Education
· B.Com. from Mumbai University, Mumbai in 2001-02
Other Courses 

· SAP – FICO – CZ Infotech, Bangalore (Karnataka)                                    

· Industrial Computerized Accounts (ICA) – Nerul, New Mumbai in 2009
· Business English – British Institute, Mumbai in 2009
· Diploma in Computer Automation and Graphics – Keerti Institute, Mumbai in 2001
· English Typing – 30 WPM, Mumbai 
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 Work Experience

	

	May’10-Mar’17 with New Horizon

New Horizon Gurukul: 


Senior Accounts  Executive
New Horizon College of Engineering: 
Accounts Assistant
Key Result Areas: 

· Managed:

· Day-to-day processing of Accounts Payable (AP) & Accounts receivables transactions to ensure that organisational finances were maintained & up-to-date and accurate manner
· New Admissions of general as well as management seats
· Ensured reclassification and accounting of wrong or unaccounted entries prior to closure of the General Ledger

· Compiled details and filing TDS, Tax Returns as well as completed tax assessments

· Designed reporting packs Tally ERP.9

· Prepared:
· Due list preparation from the Software – Lyceum Fee Management
· TDS statement on monthly & quarterly basis in Saral E-TDS Software

· Undertook calculation of:

· Monthly salary for the staff and other supporting staff
· Weekly labour bills and making payment on weekly basis
· Worked on PF / PT / ESI payable / TDS payable through Online Payment Mode
· Addressed parents quires’ on fee payments / admission procedures and so on 
· Reconciled financial discrepancies by collecting & analysing account information

Apr’00-Apr’04 with Nirav Industries Pvt. Ltd., Mumbai as Accounts cum Administration Executive

Key Result Areas: 

· Monitored customers / parties, rendered job details and developed job cards

· Created journal vouchers / ledger posting / posting in Tally

· Prepared monthly BRS and monitored petty cash expenditure

· Designed, implemented & managed salary classification 

· Conducted monthly variance analysis, quarterly client profitability and debtors aging analysis

· Shouldered the responsibility of reception work  and filled documents
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 Personal Details

Date of Birth:

 21st June 1978

Languages Known: 
English/ Hindi/ Marathi/ Kannada     
Visa Status :                           Husband Sponsor
Driving License: 

L.M.V. - Andheri (East), Mumbai

Marital Status: 

Married 
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SMITA


� HYPERLINK "mailto:SMITA.115806@2freemail.com" �SMITA.115806@2freemail.com�  


ACCOUNTING / ADMINISTRATION


Confidently champions business objectives coupled with experience in delivering comprehensive financial support


Industry Preference: Education / Location Preference: Dubai 





New Horizon Group of Institutions, Bangalore as


 Sr. Accountant








Since May’10 – Mar 17





Apr’00-Apr’04





Communicator








Innovator                            Thinker








 





Collaborator                         Intuitive





Team Player








Nirav Industries Pvt. Ltd., Mumbai as Accounts Administration Executive








