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CarRIer Objective

· To seek respectable and responsible position in a renewed organization where I can prove my capabilities with sincere effort to stay ahead.
Academic Qualification

· MBA from College of Commerce, Patna (M.U).

· B.Com (Accounts Hons.) from Patna University, Patna.
· Intermediate in Commerce from B.I.E.C, Patna.

· Matriculation from B.S.E.B, Patna.
TECHNICAL Qualification
· Advance Diploma in Computer Application (ADCA), {Windows 2000/XP/2007, Ms-Dos, Ms-Word, Ms-Excel, Ms-Access, Ms-Powerpoint. Internet, Outlook Express, HTML & Multimedia}.

· Tally-9.0 from RIIT Computer Centre, Patna

· Good confidence in Excel and Tally. 

Strength
· Energetic, Ambitious.

· Accommodate as per demand of situation

· Good motivator, good team leader.
Total Working Experience: 03 Years 06 months
preceding employed
Worked as an Account Officer with Baba Logistics & Engineering Pvt. Ltd., Bhukailash  Road, Kolkata (India) from April, 2008 to May, 2010 and rejoin  from January, 2013 to June 2014, which is leading business  having  ISO No. CCPL/QMC/G1649 standard certificate in India as well as working employees more than 250.

JOB PROFILE
· to arrange Chaque/DD/Cash and issue to supplier within credit period.
· To maintain all types of transaction by Tally to create Ledger with Ledger group.
· To maintain voucher entry like Payment Voucher, Receive Voucher, Contra Voucher, Journal Voucher etc.
· responsible for Bank transaction and reconciliation statement.
· Monitoring excisable files/PF Files/Taxations Files/Miscellaneous Files/Purchase Files/Journal Files etc.
· To maintain all documentation for External & Internal audit.
· To dealing TDS, PF, ESI as per company/government policy.
· Monthly check cash, supplier payment as well as receivable amount and report department head.
Personal Details

Date of Birth
:
Jan. 06, 1988
Marital status
:
Unmarried

Nationality
:
Indian
Hobbies
:
To teach poor students
Language known
:
English, Hindi

