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═════════════════════════════════════════════════════

PERSONAL INFORMATION

Date of Birth – 5th July 1979
-----------------------------------------------------------------------------------------------------------------
OBJECTIVE:

Seeking a position in Accounts where extensive experience will be further developed and utilized.
CAREER PROFILE:

· Detail-oriented, efficient and organized professional with extensive experience in accounting systems and customer service.

· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.

· Excellent written and verbal communication skills.

· Highly trustworthy, discreet and ethical.

· Resourceful in the completion of projects, effective at multi-tasking.

-----------------------------------------------------------------------------------------------------------------

EMPLOYMENT OVERVIEW–
Over 9 years of Experience in Accountancy and Audit (India) and 2 years of Experience in Customer Service (UAE)

· Modern Business Solutions LLC–Customer Service Executive-August 2012 till Date.

· VFS Global LLC – Temporary data entry  operator –April 2012 till Jul 2012
· Sahara India T.V Network (Sahara Samay)-. Junior Executive Accounts - July 2010 – Dec.2011
· Chemill Neutraceuticals Pvt Ltd (Mumbai)– Senior Accountant -July 2009 – Till July 2010 
· Chaturvedi & Company, (Mumbai) – Audit Assistant-July 2006 – July 2009 
· Sheth Builders & Developers, (Mumbai)- Accounts Assistant – Oct 2003 to Jun 2006
· Harsh Industries, (Mumbai)- Accounts Executive- Feb 2002 - Oct 2003 

-----------------------------------------------------------------------------------------------------------------
EDUCATION :

	Year
	Qualification
	Institute

	2001
	Masters of Commerce– previous
	Maharshi Dayanand Saraswati University- Rajasthan

	2000
	Bachelors of Commerce
	Maharshi Dayanand Saraswati University- Rajasthan


------------------------------------------------------------------------------------------------------------
Work History: 

1. Modern Business Solutions LLC -Customer Service Executive

Responsibility

· Filling application form for visa for various countries

· Insurance policy selling

· Hotel booking

· Air ticket booking
Reporting Authority –
Branch Operation Incharge

2. VFS Global LLC - Temporary data entry  operator
Responsibility:

· Temporary data entry  in specific package

Reporting Authority –
Branch Operation Incharge

3. Sahara India T.V Network (Sahara Samay) -Junior Executive
Responsibilities

· Day to day accounting of Cash, Bank and Journal Vouchers
· Preparation of Bank Reconciliation Statement

· Ledger Scrutiny
· Physical Cash Handling and distribution of cash
· Preparation of Monthly Operating cost report (excel sheet)
· Preparation of Cash  & Fund Flow (Ms excel spreadsheet)
· Sales collection detail (Ms excel spreadsheet)
· Comparison of budgeted Vs actual expense (excel spreadsheet)
· Assist in preparing annual budget (departmental)

· Co-ordinate with auditor and prepare compliance report

Reporting Authority –
H.O.D –Accounts Department

4. Chemill Neutraceuticals Pvt Ltd (Mumbai)- Senior Accountant
Responsibilities: 

· Day to day accounting of Cash, Bank and Journal Vouchers

· Accounting of Purchase and Sales Transactions

· Preparation of Invoices (Excise, Custom,etc)

· Preparation of Bank Reconciliation Statement

· Preparing Challans of Professional Tax and TDS on monthly basis

· Preparing and Filing of TDS, Professional Tax, VAT and Excise Returns

· Preparing and Filing of Annual Return of Income.

· Preparing Projection Report for Income and Expenses on monthly basis

· Preparation of Production Budgets

· Preparation of Cost Benefit Analysis

· Preparing Bank Guarantees against Import Shipment

· Follow-up with banks for foreign payments (FIRC, BRC)

· Depreciation Accounting and Maintenance of Fixed Assets Register

· Reconciliation of Inter-company balances on monthly basis

· Maintenance of Registers such as Import-Export, Advance License and Excise

· Maintenance of Stock Records

· Preparation of Staff Salaries

Reporting Authority –
Director – Chemill Neutraceuticals
5. Chaturvedi & Company, (Mumbai) - Audit Assistant
    Responsibilities: 
· Cash, Bank and Journal vouching and scrutiny

· Ledger scrutiny

· Detail trial balance analysis

· Statutory payments

· Stock valuation and verification

· Fixed assets valuation and verification

· Verification of depreciation

· Scrutiny of Sales and purchases

· Internal audit report preparation

· Scrutiny of budgets Vs Actual

· Checking of Inter company reconciliations

· Scrutiny of expenses

· Checking of Bank reconciliations

· Verification of insurance related issues

· Scrutiny of staff loans and general loans of company

· Scrutiny of staff related issues i.e. payroll, PF, Gratuity, bonus etc

· Surprise cash verifications and reconciliations

· Follow up of statutory auditors observations
Reporting Authority –

Partner – Chaturvedi & Company

6. Sheth Builders & Developers, (Mumbai) - Accounts Assistant
Responsibilities: 

· Preparation of vouchers relating to Cash, Bank. Purchase and 

· Sales transactions and making entries in the accounting books respectively.

· Preparation of Bank Reconciliation Statements

· Making entries in Journal Vouchers and Register

· Preparation of Debit/Credit Notes 

· Analysis of Party Ledgers

· Scrutiny of General Ledger

· Handling Petty Cash

· Computation of Depreciation

· Maintenance of Stock Ledger
Reporting Authority -

DGM – Finance and Accounts.
7. Harsh Industries, (Mumbai)- Accounts Executive
Responsibilities:
· Preparation of vouchers relating to Cash, Bank. Purchase and 

· Sales transactions and making entries in the accounting books respectively.

· Preparation of Bank Reconciliation Statements

· Preparation of Debit/Credit Notes 

· Handling Petty Cash

Reporting Authority –

Manager – Accounts.


---------------------------------------------------------------------------------------------------------
SKILLS AND STRENGTHS –
· Excellent Communication in English and Hindi
· Problem Solving Approach
· Team Leader and Team Member
· Computer skill –  MS Office, Internet Explorer, Tally ERP 9

· Exposure of working in different roles and in a multi-tasking environment such as  Accounting, Auditing, Customer Service in service and manufacturing and contruction companies.
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