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	· PROFILE SUMMARY
	

	A hard-working and competent post-graduate in Commerce and a highly recognized work experience with demonstrated skills in continually achieving business goals. A proactive team-worker with excellent analytical, problem solving and organizational skills perfected over a more than 3 and half year career at Jain Vinay & Associates, Navneet Motors and Quaisar Medisoft P. Ltd, covering roles in Internal auditor, Accounting and Order Processing. Well adept with ERP based applications, SAP and Tally accounting software. 


	· STRENGTHS
	

	

	· Ability to writes reports, business correspondence, and procedure manuals
	· Ability to read, analyze, and interpret financial data

	· Understand technical procedures and governmental regulations
	· Cash flow management

	· Ability to deal with problems involving multiple variables in standardized situation.  
	· Time management & commitment to excellence

	· Good grasping power
	· Can perform under work pressure

	

	· EXPERIENCE SNAPSHOT
	

	
	

	Auditor
	May 2011 – June 2012

	Jain Vinay & Associates, Mumbai, India (chartered Accountant), Audit Firm
Nature of Assignments
Client Details
Other Details

Internal Audits, VAT Audit, Stock Audit
Infra Ltd.

Manufacturer of Telecom Industries

Internal Audits, Production Report, Stock Audit
India Pvt Ltd.
Manufacturer and trader in Glassware, Houseware and Stationery products


	Financial Accountant
	May 2010 – Dec 2010

	Motors Pvt. Ltd, Udaipur, India

Automobile Company, Authorized dealer of Maruti Suzuki 



	Web Analyst, Department- Order Processing
	Aug 2008 – April 2010

	Quaisar Medisoft P.Ltd, Udaipur, India

American based Co. In online business shopping mainly sale in medical and health products.

	


	· AREAS OF EXPERTISE
	

	· Prepare detailed reports on audit findings.

· Rreview of data regarding accounts payable payments, preparation of checks or financial transfers.

· Internal Audit, VAT Audit and Stock Audit.  
· Prepare, analyze, and verify financial statements, and other records, using accepted accounting and statistical procedures to assess financial condition and facilitate financial planning.

· Coordinating with the client, discussing and resolving issues.


	· PROVEN JOB ROLE
	

	Auditor – Jain Vinay & Associates (chartered Accountant)
· Collect and analyse data to detect deficient controls, duplicated effort, extravagance, fraud, or non-compliance with laws, regulations, and management policies. 
· Report to management about asset utilization and audit results, and recommend changes in operations and financial activities.

· Review data about material assets, net worth, liabilities, capital stock, surplus, income, and expenditures.

· Inspect account books and accounting systems for efficiency, effectiveness, and use of accepted accounting procedures to record transactions.

· Examine and evaluate financial and information systems, recommending controls to ensure system reliability and data integrity.

· Inspect cash on hand, notes receivable and payable, negotiable securities, and cancelled checks to confirm records are accurate.

· Follow up audits and organization for implementation of recommendation. Provide adequate follow-up to make sure that adequate corrective action is taken and that it is effective.  
· Establishes guidelines for discovering and preventing fraud. 




	Financial Accountant– Navneet Motors Pvt. Ltd., India
· Accounting and reconciliation of branch customers of Maruti Udyog Limited.
· Preparing audit reports for inventory funding audit with finance companies.

· Handle all daily Cash received by the company.
· Performing Bank reconciliation of 2 branches.
· Weekly preparation of MIS reports for Management.
· Manage day to day financial operation, accounts payable, invoicing. Preparation of cash flows and working capital requirements of the company.
· Preparation of cash flows and working capital requirements of the company.
· Liaising with all the banks and auditors.


	Web Analyst, Department- Order Processing – Quaisar Medisoft P.Ltd

· Review all customer orders for accuracy including account demographics, product delivery, pricing calculations, approvals and credits and re-bills. Communicate account order status to sales and to Order Operations for processing.

· Act as primary point of contact for Sales, Finance, and Legal regarding status of contracts, agreements and orders.
· Prepare order checklist and ensure accuracy on all order documentation prior to submission to order operations.
· Escalate all delays to internal departments where interaction is required.
· Research customer problems (miss-shipments, short-shipments, billing error) and ensure customer satisfaction.
· Provide excellent internal and external customer service; demonstrating a high degree of professionalism in all functions and communications.
· Providing information regarding order status and stock availability.


	· QUALIFICATIONS
	

	

	Post Graduate Diploma in Business Administration (PGDBA) in Finance, Symbiosis  University, Pune, India

	2007

	Masters in Commerce, Accountancy and Statistics , M.L.S.U. University, Udaipur, Rajasthan, India

	2005

	Bachelor of Commerce, M.L.S.U. University, Udaipur, Rajasthan, India
	2003

	Diploma In Computer Science, Indian Institute of Computer Training, Udaipur, India
	2004


	· IT SKILLS
	

	· Well versed with ERP package (SAP) and Tally Accounting software (Ver 4.5/5.4/6.3/7.2)

· Proficient in MS Office Suite, e-mail and internet applications


	· PERSONAL DETAILS
	

	

	Nationality 
	:  Indian

	Date of Birth
	:  23rd December 1982     

	Marital Status
Visa Status
	:  Single

:  Visit & validity till 29th Nov, 2012

	Languages
	:  English, Hindi, & Urdu
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