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year experience.
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	Career Objectives:- 
To work as part of the team to achieve common goals of the organization with which I am associated and work responsibly to take the organization higher and further. 

Professional Summary:-

Accumulated experience in Education as well as construction Sector of Accounting & Administration Good understanding of all the Accounts & Audit, Management and Human Resource activities Including General Accounting, Reconciliation, Banking and MIS Reporting.
Area of Specialization:-

· Accounts
· Administration

· Computer Knowledge

Academic Qualification:-

· B.Com Honours from University of Kolkata. 
· I.Com (10+2) from West Bengal Higher Secondary Education Board.
Technical Qualification:-

· 1 Year Diploma in Computerized Industrial Accounts Course from “The Institute of Computer Accountants”(ICA), Kolkata  2008. 
Working Experiences:-

· ORGANIZATION: Mieydan Al Huda Contracting Establishment , Saudi Arabia
     DESIGNATION: Accountant( Nov 2011 to Nov, 2012.)
· Maintenance of day to day books of accounts various customers as well as suppliers.
· Reconciliation of Customer, Supplier Accounts

· Monthly reconciliation of all payable & receivable accounts.
· Daily reconciliation of all banks in tally & updating of banking details

· Periodical MIS reporting to management as per their requirements,  Profit & Loss Accounts, Balance sheets, Inventory Analysis, Accounts Payables & Receivables Analysis etc
· Supplying manpower to various companies or suppliers.

· Preparing quotations, Faxing and properly filling all outgoing & incoming Faxes.

· Preparing Invoices & filling it.

· Preparing payroll for employees.
· Co-ordinate with Site Staff for Daily Site Reporting
· ORGANIZATION: Nassir Al Haider & Partners Company , Saudi Arabia
      DESIGNATION: Accountant (Feb 2010 to Sep, 2011)
JOB PROFILE 

· Handling Books of accounts independently-Maintenance of day to day books of accounts. 
· Reconciliation of Customer, Supplier Accounts
· Monthly reconciliation of all payable & receivable accounts.
· Daily reconciliation of all banks in tally & updating of banking details
· Periodical MIS reporting to management as per their requirements, like Cash Flow, Profit & Loss Accounts, Balance sheets, Inventory Analysis, Accounts Payables & Receivables Analysis etc
· Preparing & maintaining payroll of staffs & employees.

· Preparing quotations, Faxing and properly filling all outgoing & incoming Faxes.

· Preparing Invoices & filling it.
· Co-ordinate with Site Staff for Daily Site Reporting
· ORGANIZATION: ICA InfoTech Pvt Ltd, Ludhiana Punjab (India)
COMPANY PROFILE (A Private Ltd. Company of Kolkata) Operated by A team of CA, FCA and ICWA, Provides corporate Training in Computer and manual accounting, Taxation & Excise etc.

      DESIGNATION: Computer Trainer . (Sep 2008 to Nov 2010.)
JOB PROFILE 

· Maintaining attendance and batch file of each and every student.

· Giving training of Micro Soft Office 2003 as well as Office 2007 as per assignment prepared by ICA experts.

· Giving training of various Accounting Software like Tally 9, Tally ERP, Ace, Fact etc.

· Taking Examination of students.

· Preparing daily report of students and sending it to the zonal office as well as Head office.

· Keeping records of various books received from Head Office.

· Issuing books of different modules to the Students.
· ORGANIZATION: RaKesh Ram & Associates . CA Firm , Kolkata, (India)
DESIGNATION: Accountant (Aug 2001 To Aug 2008)

JOB PROFILE

· Maintaining the daily cash transactions and update the records on an on-going basis.

· Trail Balance and BRS.

· Receipts and Payment account.

· Maintain the accounts in Tally accounting package. 

· Collaborated with the other firms’ managers to meet overall company goals utilizing budget and forecasting procedures

· Maintain the Clients & Suppliers database. 

· Day to day correspondence to the centres related to accounts. 

· Physical handling of cash entailing receipts and payments 

· Dealing with banks for cash credit and current accounts.

· Preparation and maintenance of general Ledgers, cash books & bank books.

· Preparation and monthly submission of statutory dues like TDS & FBT.

· Reconciliation with creditors, customers and banks.

· Obedient with Clients, Managers, and to maintain effective public relations to all. 

Computer Skills

Operating Systems and Packages
· Packages Including Microsoft Excel, Word & Power Point.
· Knowledge of Internet and its application.
· Knowledge of PEACHTREE, TALLY 9, TALLY ERP 9, ACE, FACT (Accounting softwares).
Extra Curricular Activities:-

· Certificate in English typing (35 w.p.m.).
Personal Details:-

Marital Status




: married
Visa Status                                             : Transferable
Language  



          : Hindi   ( Fluently Read, Write, Speak)

                                                             : English ( Fluently Read, Write, Speak) 
                                                             : Urdu    ( Fluently Read, Write, Speak) 
                                                             : Arabic  ( Fluently Read, Write, Speak(Normal)
Strength:-

· Mental Resistance, Never Frustrated by failures, always starts with new Strength.
This is Certified that all the above given Statement is true. Kindly give me a chance to prove myself as per my Qualifications/Experiences in your reputed firm. I shall be very thankful to you.
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