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OBJECTIVE:                                                                                                                                                                                                  

To pursue a career leading to professional and personal development in the field of Accounts / Finance in a progressive organization who values its human resources and rewards performance.

PROFILE:                                                                                                                                                                                                  

· Qualified with a Master Degree in Business Administration (MBA) and Bachelor of Commerce.

· Well versed in computerized accounting and MS office Applications.

· Experience of using Tally 7.2 and Tally ERP 9. 
· Have detailed knowledge of accounting procedures, finance management, develop and nurture client's relations, financial forecasting, budgeting, planning and costing aspects.

· Possess excellent analytical, management, administration and problem solving skills.

· Knowledgeable in preparing work out contribution of the company (cost sheet), Profitability projection, analysis of balance sheet and P&L. 

· Strongly commercial with excellent communication interpersonal skills. 
· Energetic and capable of working and interpreting facts and figures quickly.
· Self-motivated and hardworking with zeal for professional progress and career advancement through determination and dedication.

· Can work under pressure and meet deadlines.

PROFESSIONAL EXPERIENCE:                                                                                                                                                                                                        

Administrative cum Accountant Assistant, Transport, India (Godhara) – (From May 2007 up to April 2008).

· Coordinate with various staff for operational support activities of the unit; serve as a liaison between departments and operating units in the resolution of day-to-day administrative and operational problems. 

· Provide administrative support such as answering telephones, assisting visitors and resolving a range of administrative problems and inquiries. 
· Keep records of all transactions, and are usually responsible for the preparation invoices and purchase orders, and petty cash. And also process cheques, maintain filing and invoice monitoring systems, and audit petty cash envelopes.
· Coordinate and maintain records for staff office space, phones, parking, and office keys.
· Create and modify documents using Microsoft Office, Maintain and distribute staff weekly   schedules.
· Other duties as assigned.
Accountant Assistant, Sterling Foods (Goodies Chain), India (Baroda) – (From September 2011 to February 2012 ).
·  Coordinates accounts division, ensure that all accounts responsibilities are handled efficiently          and effectively. 
·  Manage the day to day financial transactions of the company. 
·  Making accounting entries regarding sales, sales return, bank related transaction, journal entries, payment and cash receipt.

·  Helped Key Accountant and Production Accountant to maintain records of invoices and creditors' payments. 

·  Monthly preparation of bank reconciliation statement, daily cash statement and monthly sales and dump statement. (Using Tally ERP 9. And MS Excel).
· Handle cash management; control petty cash; prepare render accounts of individual and departments.
· Establishing and maintaining effective communication and coordination with company personnel, departments and management.
·  Audit the daily cash summary and ensure that all collections and receipts are deposited to the bank.
·  Ensures that all filling is done in a timely and accurate manner and prepare cheques for payment.

·  Worked as a cashier, maintain daily petty cash of the company and kept record of all the cash related transaction, opening and closing balance.

EDUCATIONAL DETAILS                                                                                                                                                                                                                                

   Master in Business Administration (M.B.A) – Finance          2011           81%
   Sikkim Manipal University, India

   Post Graduation in Business Management (P.G.B.M)           2009           67%
   Sardar Patel University, India

   Bachelor of Commerce (B.COM)                                            2007            68%

   Gujarat University, India
Computer skills
· Possess good command over MS Excel and other MS office Applications
· Internet & E-mail
· Tally 7.2 and Tally ERP 9.0

SUMMER TRAINING                                                                                                                           
3RD SEMESTER 
Company name - Alkalies and Chemicals limited (GACL)
Duration - 4 Weeks
 
Project Topic - Working Capital Management

Details - Studied the capital requirements and management implemented in GACL,including its impact on
              the organization.

4TH SEMESTER 

Company Name -  Finance
Duration - 4 Weeks
Project Topic -Mutual Fund Analysis
Details - Studied the mutual fund basics and portfolio management, investment practices  

              including preferences of the investors in Mutual Funds.
PERSONAL BACKGROUND                                                                                                               
Nationality                          Indian

Date of Birth
    05-04-1987
Marital Status                     Unmarried
Language known                English, Hindi, Gujarati
Visa Status
    Visit Visa
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