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Professional Summary

· Technically-adept with advanced knowledge of MS Office Suite and experience creating Excel databases and PowerPoint presentations for top executives.

· Excellent work ethic and strength in boosting company morale.

· Talented administrative professional with background in accounting and finance. Extensive knowledge of Microsoft Excel.


Skills
	· Quick Leaner & Hard working

· Professional phone etiquette

· Database management

· Customer service-oriented

· Flexible
	· Works well under pressure

· Advanced clerical knowledge

· Customer retention

· Strategic objective execution

· Accounting familiarity




Work History

Executive

Turja Malhar Enterprise – Mumbai
August 2013 – April 2014

· Day to day office Administration works.

· Managed office supplies, vendors, organization and upkeep.

· Answered and managed incoming and outgoing calls while recording accurate messages.

· Organized all new hire, security and temporary paperwork.

· All Banking works

· Payment follows up with the parties.

· Receiving Orders from the party & follow up till dispatch to the party

· Salary payment to the labour

Head Cashier
Satguru Travel & Tour Service Ltd. – South Sudan (East Africa)
December 2012 – May 2013

· Handling Forex

· Communicating all day to day issues with finance.

· Cash Handling & Submitting Daily cash Expenses Reports. 

· All Banking Entries.

· Payment follows up with finance.

· Audit query solving & query solving database.

· Recovery Reporting to Finance Dept. Head & Manager.

· Maintains Records & Important documents of Co filing.

· Day to day office Administration works.

Accountant & Office Administrator
Indepth Entertaining Arts Pvt. Ltd. – Mumbai
June 2012 – November 2012

· Bills follow-ups & bills scrutiny. 

· Audit query solving & query solving database.

· Communicating all day to day issues with finance. 

· Contract follow-ups & database.  

· Cash Handling & Submitting Daily cash Expenses Reports.

· Payment follows up with finance.

· Cash disbursement of programs as per pre planned cost.

· Maintains Records & Important documents of Co filing.

· Planned and coordinated logistics and materials for board meetings, committee meetings and staff events.

· Created detailed expense reports. Ordered and distributed office supplies while adhering to a fixed office budget.

· Managed office supplies, vendors, organization and upkeep.

· Answered and managed incoming and outgoing calls while recording accurate messages.

· Directed guests and routed deliveries and courier services.

· Maintained a clean reception area, including lounge and associated areas.

· Organized all new hire, security and temporary paperwork.

· Assisted with event planning, including associated travel and logistical arrangements.

· Obtained signatures for financial documents and internal and external invoices.

· Assessed urgency and priorities before accepting or declining appointments and meetings with the Executive Director.

Production Accountant & Office Administrator

Koncept Infotenment Pvt Ltd. – Mumbai
July 2010 – June 2012

· Project Accounting 

· Bills follow-ups & bills scrutiny. 

· Audit query solving & query solving database.

· Communicating all day to day issues with finance. 

· Contract follow-ups & database.  

· Cash Handling & Submitting Daily cash Expenses Reports.

· Payment follows up with finance.

· Cash disbursement of programs as per pre planned cost.

· Maintains Records & Important documents of Co filing.

· Planned and coordinated logistics and materials for board meetings, committee meetings and staff events.

· Created detailed expense reports.

· Ordered and distributed office supplies while adhering to a fixed office budget.

· Managed office supplies, vendors, organization and upkeep.

· Answered and managed incoming and outgoing calls while recording accurate messages.

· Directed guests and routed deliveries and courier services.

· Maintained a clean reception area, including lounge and associated areas.

· Organized all new hire, security and temporary paperwork.

· Assisted with event planning, including associated travel and logistical arrangements.

· Obtained signatures for financial documents and internal and external invoices.

· Served as corporate liaison between the finance, IT and marketing departments.

· Assessed urgency and priorities before accepting or declining appointments and meetings with the Executive Director.

Production Accountant cum Cashier

Fox Television Studios India Pvt. Ltd. – Mumbai
February 2008 – May 2010

· Project Accounting 

· Bills follow-ups & bills scrutiny. 

· Audit query solving & query solving database.

· Communicating all day to day issues with finance. 

· Contract follow-ups & database.  

· Cash Handling & Submitting Daily cash Expenses Reports.

· Payment follows up with finance.

· Cash disbursement of programs as per pre planned cost.

· Maintains Records & Important documents of Co filing.

Production Accountant 

Star India Pvt. Ltd. – Mumbai
June 2007 – January 2008

· Project Accounting

· Bills follow-ups & bills scrutiny.

· Audit query solving & query solving database.

· Communicating all day to day issues with finance. 

· Contract follow-ups & database.


Education
H.S.C. Passed with Second Class in March 1995 Mumbai University
S.S.C. Passed with Second Class in March 1993 Maharashtra Board
Additional Qualification

Diploma in Computer Hardware & Networking & Maintenance (Institute of Design of Electrical Measuring Instruments)
Diploma in Computer Programming. (MIAECT)


Personal Information
	
	

	Date of Birth
	27th March 1977

	Nationality
	Indian

	Marital Status 
         
	Married

	
	

	Visa Status


	Visit Visa

	Languages known


	Marathi, Hindi, English

	Strengths
	Honest, Hardworking, Sincere, Persistent, Quick Learner and Committed Individual. 




I hereby affirm that the information given above is true to the best of my knowledge. 

