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Management Professional:  Accounts Management/Administration with a reputed and growth-driven organization.

                                                                                 Overview 

· Completed Masters in accountancy Part I with specialization in Accounts and Finance with experience of 3+ years in Client servicing and Account Management.
· Appearing for CPA
· Currently working with Valad Business solutions Pvt Ltd as Senior Accounts Executive. 

· Maintaining accounting records and preparing accounts and management information.
· Detecting and preventing fraud.
· Managing junior colleagues.

· Preparing financial statements, including monthly and annual accounts
· Taxation – TDS, VAT, CST.

· Handling bills payable and bills receivables

· Processing Salary

· Handling auditors’ queries.

· Administrative work – Attendance statements.

· Implementing cost reductions 
Experience
 1. Senior Accounts Executive - Business solutions Pvt Ltd.
Location: Mumbai


    From Jan 2013 to till date


Job Profile:
· Assisting in Finalization of Accounts

· Handling all the Invoices

· Handling all the cash & bank.

· Bank Reconciliation.

· Account Reconciliation

· Control of Debtors and Creditors
· Making payments.
· Preparation of MIS reports.(Weekly and Monthly)
· Attending Audit and Looking after compliances of Audit

· Salary processing 

· TDS quarterly return 
· Form under CST.(C Form & H Form)
· VAT Summery
· Managing junior colleagues
2. Accounts Executive – Hexagon Nutrition Pvt Ltd.
Location: Mumbai

      From  Sept 2010. to Dec2012
Job Profile:

· Feeding accounting data in software (Tally ERP).
· Reconciliation of banks.
· Preparation of cheques.

· Handling petty cash.

· Ledger Scrutiny.

· Tax Deduction.

· Day to Day Accounting.

· Internal Control on Bills, Voucher & Reports.
Educational Qualification 

1) S.S.C .passed with 58% from  St.Aloysius High School in 2005.                        

2) Passed H.S.C. with 69% from Utkarsha Vidyalaya & Junior College in 2007.                        

3) T.Y.Bcom (Accounting & Finance) passed with 80.34% from St. Andrews College in 2010.
4) M.COM (Accounts) Completed part 1 from Mumbai University.
5) G.D.C.A. Passed in 2014.
6)Appering for CPA.
Other Qualification

1) MS OFFICE (Excel Word)

2) Tally ERP 9
	

	
	

	
	

	
	

	
	

	PERSONAL DETAILS

	Date of Birth
	05th June 1989

	Gender
	Female

	Nationality
	Indian

	Marital Status
	Married

	Languages Known
	English, Hindi  Marathi

	Permanent Address
	Thane, India


