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Career Objective:
To optimally utilize the present skill, abilities, expertise and knowledge that I ever earned throughout my studies and work experience in the field of Finance, Accounting and Administration, so as to enable the organization achieve its goals and at the same time capture opportunities for constant learning and career development.
Professional Summary :

· Bachelor Of Commerce (October 2009)

· Bachelor of Law – 3 Year 

· Good Knowledge of E R P , Tally & Oracle Software

· 5.6 years working experience specially in Accounting at senior position 

· Preparing Cash Flow Statements 

· Finalization of Accounts.

· Complete Accounts Auditing  
· Proficient in advanced Excel & Word 
Educational Details:
o 10th from Maharashtra Board in 2000 (Scored 60%).
o 12th (Commerce) from Maharashtra Board in 2003-04 (Scored 61%).

o Bachelor of Commerce : Poona College , Pune University. (Scored 60 %)
o Company Secretaries : Foundation Passed from Pune Chapter .

o Company Secretaries Executive Programme  Pursuing From Pune Chapter

o Bachelor of  Law. First Year Passed From Pune University (Scored 55%).

o Bachelor of  Law. First Year Passed From Pune University (Scored 50%).

o Bachelor of  Law. Pursuing Third Year from Pune University  

TECHNICAL SKILLS
Computer Proficiency: Computer and Networking Concepts.

                                        Typing speed 30.wpm.
Operating system:         Windows 95/98/00/NT

                                        Word processing packages: MS Office 2007 & Internet Skills 

                                        Completed NIIT Course in Pune Institute.

                                        Windows MS-Office and Internet Skills.
WORK EXPRERIENCE 

 Leading Company – MNC  5 Years Experience  )

Organization    :           Leading Company
Designation     :            Officer Accounts & Administration
Working area   :        Pune (Baner)
Duration           :           20 Dec 2007 to 28th Feb 2013
JOB RESPONSIBILITIES
Accounting Work in ERP System, Tally & Peachtree Application 

· Booking Purchase.
· Preparing Sales Tax Reports.

· Cash voucher Booking.

· Handling Cash.

· Monitoring Assistants accounting work.
· Making plan of Weekly Audit of Accounting work done.
· Responsible for preparing payroll & WPS Statement.
· Monthly Factory & Warehouse visit for stock taking.

· Payments of Factory & Vendors

· Distribution of Promotional inputs to all Field staff & Distributors

· H R part Attendance of all field staff & Office Staff & Salary Processing.
· Coordinating with Distribution Office   

· Processing Employment form.

· Office Administration Work
· Receivables Follow up & Ensure timely receipts.

· Reconciliation with suppliers for the payment.
Personal Information:
Date of Birth: 4th September, 1985.

Marital status: Unmarried

Nationality: Indian 

Visa Status: Visit Visa 

Linguistic Abilities: English, Marathi, Hindi.

