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OBJECTIVE

Seeking a challenging & professional position in middle east market that gives me exposure of development of my skills, for mutual benefit of organization and my personal career.
STRENGTH

· Exceptional computational skills such as Advanced use of Microsoft office, Tally, ERP 9, Internet Explorer and Emails 
· Proven accounting knowledge to handle different aspects of business to maximize visibility and smoothness of financial flow. 
· Sound experience of warehousing, including inbound and outbound stock management and stock loss control. 
· Can work with or without supervision to deliver organization goal with high productivity due to hardworking nature, Ready to accept/adopt changes in organization for better efficiency. 
EDUCATION

	
	Institution
	
	Qualification
	
	University / Board
	
	Completion
	Grade
	
	

	
	
	
	
	
	
	
	
	
	
	mm/yy
	
	
	

	
	Jay Somnath Higher
	
	S.S.C.
	
	
	Gujarat Secondary
	
	May - 1993
	Dist.
	
	

	
	Sec. School,
	
	
	
	
	
	Education Board
	
	
	
	
	
	

	
	Ahmedabad.
	
	H.S.C.
	
	
	Gujarat Secondary
	
	March -1995
	Dist.
	
	

	
	
	
	
	
	
	
	Education Board
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	H.K. Commerce
	
	B.Com
	
	
	Gujarat University
	
	April - 1998
	First
	
	

	
	College,
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Ahmedabad.
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Gujarat Univerisity
	
	M.Com
	
	
	Gujarat University
	
	May - 2003
	First
	
	

	ADDITIONAL QUALIFICATION
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	Description
	
	
	Institution / Uni.
	
	Year
	
	Grade

	
	
	
	
	
	
	
	
	
	
	

	
	Tally ERP 9
	
	
	
	
	Aptech
	May – 1998
	
	First

	
	
	
	
	
	
	
	

	
	M.B.A Running in
	
	S.M.U(Sikkim
	May-2013
	
	Running

	
	(International Business)
	
	
	
	Manipal
	
	
	
	
	
	
	

	
	
	
	
	
	
	University)
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	Page 1 of 4


COMPUTER LITERACY

ENVIRONMENT
: Windows 98/2000/XP/Windows 7 & 8
SOFTWARES
: MS Office 2010, Tally, ERP 9
OTHER
: MS Outlook, Internet
 PROFESSIONAL EXPERIENCE:-
	
	Period,
	
	

	Organization
	Designation
	Work Profile & Experience
	

	
	& CTC pa
	
	

	
	Back Office
	 Coordinate with Department of Marketing,
	

	
	Coordinator
	Production, Dispatch & Finance/ A/c. :-
	

	
	
	 To receive Purchase Orders &
	

	
	
	Maintain Filing
	

	
	2 Years 10
	 Tally ERP Entry of Order booked &
	

	
	
	
	

	
	Months
	process for Billing.
	

	
	
	 Send Proforma Invoice & follow
	

	Company is in the field of
	
	agreed credit terms where and when
	

	
	
	needed.
	

	Roots Blower & Liquid Ring
	
	
	

	
	
	 To Issue OFM (Order Forwarding
	

	Vacuum Pump in the
	
	
	

	
	
	memo) to Production along with
	

	business of turnkey projects.
	
	
	

	
	
	Customer requirement stating clear
	

	
	
	
	

	
	
	specification
	

	
	
	 To follow with production for
	

	
	
	dispatch of material.
	

	
	
	 For any delay in dispatches, intimate
	

	
	
	concern  marketing  person  &  to
	

	
	
	customer  with  revised  date  of
	

	
	
	dispatch.
	

	
	
	 Send Inspection call, Way Bill Ltr .
	

	
	
	 Immediate feedback to respective
	

	
	
	customer about his dispatch details
	

	
	
	(LR, Transporter name and date of
	

	
	
	dispatch).
	

	
	
	 Submit dispatch documents to
	

	
	
	customer. i.e. invoice , LR Copy &
	

	
	
	other relevant document.
	

	
	
	 To receive payment & give advice to
	

	
	
	account.
	

	
	
	 Dispatch  Catalogues  as  and  when
	

	
	
	receive request from marketing team,
	

	
	
	after   taking   qty   approval   from
	

	
	
	Respective HOD.
	

	
	
	 Work for Various engineering Exhibition
	

	
	
	as coordination with all concern dept.
	

	
	
	 Issue requisition for Guest house /
	

	
	
	Ticket booking / Vehicle for customers
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	and marketing people.
	

	
	
	
	 Make entry of expense tour vouchers in
	

	
	
	
	Register  and  forward  the  same  to
	

	
	
	
	accounts after approval of HOD’s, which
	

	
	
	
	comprises  of  all  Marketing  team
	

	
	
	
	members
	

	
	
	
	
	

	Nicholas Piramal Ltd.
	Business
	
	
	

	Corporate Office-Mumbai
	Development
	
	 Day in/Day out in Tally 9 – ERP software
	

	
	Executive
	
	 Prepare general entries
	

	Branch Office-Paldi,
	
	
	 Complete general ledger operations
	

	Ahmedabad
	
	
	 Monthly closing and preparation of monthly
	

	
	Nov – 2008 to
	
	financial statements
	

	Company is in the field of
	June - 2012
	
	 Reconcile  and  maintain  balance  sheet
	

	Pharma Mfg.
	
	
	accounts
	

	
	
	
	 Draw up monthly financial reports
	

	
	
	
	 Prepare analysis of accounts as requested
	

	
	
	
	 Assist with yearend closing
	

	
	
	
	 Administer accounts payable and receivable
	

	
	
	
	 Prepare tax computations and returns
	

	
	
	
	 Assist with payroll administration
	

	
	
	
	 Accounts/bank reconciliation
	

	
	
	
	 Review and process expense reports
	

	
	
	
	

	
	
	 Ensure smooth functioning of the Bank
	

	ADFC Pvt. Ltd.
	Business
	
	Activities
	

	Navrangpura,
	Developer
	 Day to day Communication with BD sales
	

	Ahmedabad
	
	
	support activity.
	

	
	
	
	
	

	
	
	 Business Development by generation of new
	

	
	July – 2006 to
	
	client base
	

	Subsidiary of HDFC Bank Ltd.
	Oct - 2008
	 FD/Recurring /CR/SB A/c. Processing
	

	
	
	
	Handling day to day Cash & Bank Transactions
	

	
	
	
	
	

	
	
	 Prepared & maintained files with full necessary
	

	
	
	
	database.
	

	
	
	 Processing of Interest on OD A/c’s.
	

	
	
	 Coordination with client regarding account
	

	
	
	
	negative branches
	

	
	
	 Database of all activities
	

	
	
	 Ensure smooth functioning of the Bank
	

	Shreyas Co-Operative Bank
	Business
	
	Activities
	

	Ltd.
	Developer
	 Day to day Communication with BD sales
	

	Ahmedabad
	
	
	support activity.
	

	
	
	
	
	

	
	
	 Business Development by generation of new
	

	Banking & Financial Board
	Oct – 2003 to
	
	client base
	

	
	Sep - 2008
	 FD/Recurring /CR/SB A/c. Processing
	

	
	
	
	

	
	
	 Handling day to day Cash & Bank Transactions
	

	
	
	 Prepared & maintained files with full necessary
	

	
	
	
	database.
	

	
	
	 Processing of Interest on OD A/c’s.
	

	
	
	 Coordination with client regarding account
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negative branches
 Clearing outstanding sales amount by pushing and liaising with customer account team
 Solving customer issues with coordinating with other division.
 Internal Communication both verbal and written.
 Prepared & maintained files with full necessary database.
 PERSONAL DETAILS:-
	
	Date of Birth
	Marital Status
	Languages Known
	
	

	
	
	
	
	
	

	
	25th Feb, 1978
	Married
	Hindi, English, Gujarati
	
	

	REFERENCES
	
	
	
	

	
	
	
	
	
	


Reference will be provided as when required.
I will be looking for forward to hear positive answer from you.
Thanking You
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