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Objective:


To work in an environment which will give me an Opportunity to grow and gain experience by utilizing my skills to the maximum.

Summary of Qualifications:
· Good verbal and written communication skills.

· Fast learner and ready to put extra efforts.

· Experience of working under popular organization.

Education:                

Completed (10 +2) Higher Secondary in Commerce
1990

Bachelor Degree  in Commerce (Incomplete) 
CALCUTTA UNIVERSITY, WEST BENGAL - INDIA

Additional  Qualifications (computer): 

· Well versed with MS-Office (MS-Word,MS-Excel,etc)

· Windows 2010

· Tally, ERP-9,IDS
· Internet

Professional Experience:
 6 years +
Presently Working experience  in Account Section
Name of the organization:- LORDS INN(INDIA)

Designation—Account Executive

Period-- May’2014 Onward

Responsibilities Handled: 
· Data entry operator in IDS 
· Maintaing of Purchase Journal, Journal, Ledger 
· Maintaing of Petty Cash 
· Entering all the petty cash data in the system
· Bank entry

· Making of all the reports  (Salary sheet, Flash report)

· Maintain of Manual Cash book / Bank book entry 

· Reports to the management for all the details

· MIS reports of the company

· Reconcile the books of accounts(cash and bank) etc.
Name of the organisation:-SITARAM ENERGY & LOGISTIC.LTD.( India.)

Designation—Accounts Executive

Period-- April'2013 to April'2014

Responsibilities Handled: 
· Operating the  Data entry in Tally
· Entry of all the data in tally (Journal ,Cash, Bank, etc.)

· Making of all kinds of Report in Excel (salary sheet, consumption Report, progress report)
· Maintaing and checking of stocks

· MIS Report

· Budget control.

Name of the organization: CHITRA BUILDERS PVT. LTD. – India - Bokaro

Designation—Accountant

Period-- Jan'2009 to April'2013  

Responsibilities Handled:   
· Data entry operator in ERP
· Perform general data entry using ERP, MS- Excel and Word

· Input data into a variety of computer programs with pace and correctness

· Perform a wide variety of secretarial tasks in support of the business

· Answer phones and create notifications in the system 

·  Contact with internal and external customers
· Entering of All the details in the system(Journal, Ledger, cash , Bank, Assets, Liability)
· Making of all kinds of Report in Excel (salary sheet, consumption Report, progress report)

· Maintaing and checking of stocks

· MIS Report

· Budget control.

· Follow on the customer for all the payments and receipts.

Name of the Organisation:- AKASH  PACKERS PVT. LTD.-(India – Kolkata)
Designation—Office Assistant cum Document Controller

Period-- Jan'2008 to Jan'2009 

Responsibilities Handled:   

· Data entry operator in ERP

· Receiving & sending couriers with proper log book tracking 
· Follow on the customer for all the payments and receipts

· Perform general data entry using ERP, MS- Excel and Word

· Input data into a variety of computer programs with pace and correctness

· Perform a wide variety of secretarial tasks in support of the business

· Answer phones and create notifications in the system 

· Contact with internal and external customers

· Entering of All the details in the system(Journal, Ledger, cash , Bank, Assets, Liability)
· Maintaining the files & data base management
· Answer phones and create notifications in the system


Personal Details:

Date of Birth

:
11th January’1965
Nationality


:
Indian

Marital Status

:
Married

Language Known

:
English, Hindi & Bengali.

Expected Salary

:
Negotiable

