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ACCOUNTS OFFICER


PROFILE:
· Competent and result oriented professional offering over 6.11 years of experience across the areas of Accounting &                                       Financial Management, Quarterly performance report, Conducting internal checks and Control  or Coordination; currently spreading as a  Jr. Officer Accounts with TRIVENI TURBINE LIMITED.
· Motivated and goal driven with a strong work ethics, continuously striving for improvement coupled with excellent Administrative aptitude with an eye for detail and the commitment to offer quality work.

· Well conversant with accounting package like Tally, SAP, BAAN end user works.


CORE COMPETENCIES
( Accounting & Financial Operations ( Taxation ( Audit ( Statutory Compliances(
( Effective Communication Skills ( Sharp Analytical Skills ( Strong Interpersonal Skills (


PROFESSIONAL EXPERIENCE 


TRIVENI TURBINE LIMITED






        SCIENCE 21st. JAN. 13 to Till Date


· Passing TA bill of North & East Zone employee and advising to Head Office for deposit the same.

· Checking & Passing the of Site expenses bill and advising to Head Office for deposit the same.

· Handling Cash, Bank, Journal Vouchers.

· Arranging foreign exchange for our Engineer’s tour on export job.
· Process the foreign exchange bill.
· Maintain the attendance & leave record of Noida office.

· Joining formalities, arranging the bond sign.

· Handling taxi, Air ticket vouchers and arranging their payment from Head Office.

· Making plan for C-Form collection, follow-up & record for Noida Zone.

· Making plan for TDS certificate collection, follow-up & record for Noida Zone.
· Budget control.
· Account reconciliation of north zone’s customer.

· Sending billing (Advice to Head Office for original Invoice copy) advice for services a/c north zone.

· Raising the Performa Invoice a/c Noida and follow-up for payment.

· Making Offers for Overhauling of Turbine services for Noida Zone.

· Maintaining daily & Monthly Utility Report.

· Keeping AMC (Annual Maintenance Contract) man-days & payment record.
· Payment follow-up for AMC.    


 ISGEC HEAVY ENGINEERING LTD.                                                                                             JAN.12 - 20th JAN-13                                                                                                                                                             


· Involve all Accounts and commercial activities of the Project and owning it as 1st hand responsibility than the Project Manager by proactively acting on all required things such as advance payment realization, Circulation of GCC & SCC of the Contract, Contract amendments wherever required, Billing Schedule preparation, Invoicing to Client, Monthly site visit during supplies, Supervision track, Claim Management, Taxation issues etc.

· Ensure timely realization of Receivables, C Forms from Clients and reconciliation with them.

· Timely and proper accounting, control and verification of Travel Expenses reimbursements as per travel policy, Travel Advance as per co. policy Purchases, petty cash and other [image: image1.png]


expenses with approval.

· Responsible for site funds requirement on monthly/Quarterly basis with site imprest account management and Co-ordination with Plant site for progress report of Contractor/Sub-Contractor for payment.

· Regular MIS reporting and generating reports for decision making by top management and providing daily reports to the concerned project managers/Engineers staff.

· Get quarterly “NO DUES LETTER” from suppliers regarding no pending payment for the specific period.

· Knowledge of Transactions like “C”, VAT, E-I, E-II and Service Tax.


HINDUSTAN MOTORS LIMITED (CK BIRLA GROUP)                                                             NOV’06 to DEC.11
(JUNIOR ACCOUNTANT)


PAYABLE:-

· Processing Traveling & Conveyance Bill of Marketing bills.

· Process the FSI claims.

· Process the Transportation bills.

· Processing the contractor job bills.

· Make the accounting adjustment of Transportation & FSI in every quarter end as well as final year ending.

· Face the External Auditors during the Accounting Finalization time. 


RECEIVABLE:-

·   Preparation of Collection Report through of Regional Accountant from all over India.

·   Adjust the incoming payment of Dealers and govt.
·   Price checking in Warranty claims.

·   Preparing the all manual ledger & Trail Balance of varies parties.

·   Warranty adjustment on month wise.

·   Dealer reconciliation.



EDUCATIONAL CREDENTIALS
MBA (Finance), National Institute of Management, 2009, 70%
BCom (Hons), Sri Murli Manohar Town Post Graduate College, Ballia, Uttar Pradesh, 2006, 50%
12th, UP Board, 2003, 55%
10th, UP Board, 2001, 49% 


ACHIEVEMENTS
· Certificate in “Bharti Sanskrit Gyan Parichha” in 2001, International Gayatri Pariwar


EXTRA CURRICULAR ACTIVITIES

Special Training in Cricket from “Vijaya Yadav Cricket Academy” Faridabad


OTHER DETAILS
Date of Birth: 27th July 1985

Languages Known: English, Hindi, and Bengali
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