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Objective

 
To achieve the greatest feet in the field of Finance, Accounts, Costing & Planning  and Insurance where in I can explore and implement my skills to the extent possible while contributing most for the organization.

Profile


A highly motivated Accountant Asst. driven by an ambition to succeed in a fast paced business environment. An effective organizer with excellent leadership, interpersonal skills, a willing team player with good knowledge and experience of 10 Years’ Exp in Finance, Accounts, Administration & Secretarial work with reputed Company UAE /INDIA

Personal Details

 
Sex
:
Male.

Date of Birth
:
 11th March, 1984
Nationality
:
Indian.
Marital Status
:
Bachelor.
Hobby                                   :       Cricket, Football & Music
Religion 
:
Hinduism
Languages Known
:
English, Hindi, and Bengali
Passport Details

      Place of Issue
:
Calcutta, India
Key Skills


· Total 8 years’ of Experience in the field of Finance & Accounting related activities

· 2 years’ of experience in  Administration activities

· Excellent work knowledge of  Service & Trading Accounts

· Adequate Background in Internal Auditing 
· Effective Time Management
· Knowledge of Accounting software’s & Tally 7.2,Exgn,Fact,Ace-5,Accord
· Preparation of invoicing,Local Purchase Order 
· Preparation of production & Purchase Report
Educational Qualifications
	Exam Passed
	Board / University
	Year

	B.COM (HON”S)
	Calcutta University
	2005

	H.S.(COMMERCE)
	W.B.B.H.S.C
	2002

	MATRIC (Madhyamic)
	W.B.B.S.EDU
	2000


  Additional Qualification
Professional Education
:
COMPANY SECRETERY (INTER) ,CPT (CA)
      Computer Qualification              :
Diploma in Financial Accounting  (DFA) From N.S.C.E
 

Tally & other Accounting Packages, Ms-Office(Ms- Word & Excel)
                                            :        Understanding of information Technology From  NIIT
Carrier Highlights       
Leading Company
  Period    :     March 2013 (Continue)
 Position   :    Sr. Cost Estimator Cum Planning  Asst.
               : Estimating Cost of Production for Various Print Requested by Client & Forwarding Quotes

               : Receive and Process all Enquires request from Customer for Quotation & Tender

               : Planning the all Jobs  according to our Machine setup for better production
               : Making the Job  Order for Pre-Press & Production Dept.
              : Handling of Quotes ,Purchase Order,Invoices and Documentation

              :  Assist the Guide to Clients their execute jobs within  the budget

1) Offset Printing Press LLC, (5YRS)
Period

:                Feb 2008  to  April 2009
Position 
      :                Store in charge Cum Acct Asst.
Period               :                May 2009  to  june 2011
 Position            :                 Sr.Estimator
Period               :                July 2011 to Feb 2013

Position             :                Purchase Manager
Responsibilities: 
· Preparing of  Requiration slip,store issue voucher,stock controlling & inventory system
· Preparation of  Delivery order ,Sale Invoice & Local Purchase Order
·  Preparation of  Receipt & Payment Voucher
· Preparation  of Costing & Quotation
· Preparation of Purchase Report, & Production Planning & Job analysis Report
· Preparation of Leger Acct, P&L A/c
· Prepararing Bills Receivable & Payables
· Preaparing staff salary & overtime Calculation,
.    Maintaining attendance Register & Administration Activities
2)    NEI  TECHNOLOGIES  (P) LTD

Colloboration with Club HPCL & IOCL
Period    : Oct  2006 to March 2007

Postion   :  Administration Cum Telecaller (Call Canter)
Responsibilities :

1)  Customer service support

2) Maintaining Good & Sound Relationships with the Clients

3) Attending phone calls & handling email queries of client & Reply him
            4)    Self correspondence and other administration activities.
 3)    M/s. Manas Industries Ltd , India
(Group of Companies is a well established organization with 
Links Engineering industries)
Period

:                April 2005 to Jan 2006
Position 
      :                Jr. Accountant
Responsibilities: 
1)     Controlling  and effectively managing of all finance related activities

2)     Preparing of Supplier payment, Cash & Inventory Management, Bank related Activities  

3)     Preparing Ledger & other Books of Accounts,Inventry Controllig System
4)   Cheque to creditors with supporting Documents
5)  Preaparation of  Quotation,LPO  Invoicing, Petty Cash handling, 

6)  Maintaining Daily & Monthly Finance  Report

4)  Golden Refregeration &  Co. calcutta
 
Authorized Dealer of HITTACHI, Air Conditioning System
Period

:                September 2004 – April  2005
Position 
      :                Assistant Manager-Planning Cum Accounts
Responsibilities: 
· Preparation of Tender Planning & Costing
· Preparation of staff Attending Monthly Report
 .         Preparation of  sales & Purchasr Report,
.
Service Feed Back Track Report from A.c Technician on daily Basis
5 )    N.R.V. Associates,   Chartered Accountancy  Firm
Period

:              May 2005 – Dec 2005
Position            :              Audit & A/c Asst.
Responsibilities: 
1)  Data Entry operator,prepare sale invoice & purchase order
      2)  Auditing of the other company
      3) Maintaining Day Book & Bank Book & Monthly Report
4) Monetary Trial Balance,Journal & Ledgers Entry & other Books of A/c
6)   Kelvin Jute Industries 
Period

:              June 2004 – April 2005
Position            :              Office Management Asst.
Major Responsibilities: 
.Preparation of client & supplier visiting Report
.Controlling of all Documentation Activities
.Maintaing Daily Attandence Register,& Admintration Activities

.Maintaining Good & Healthy Relationships with the Clients
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