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CAREER OBJECTIVE
My career objective is to work for professional organization, preferably in the field of Auditing Accounting and Finance. This should help me to enhance my skills, enable me to grow as an individual and broaden my horizon. I want to be creative learning and contributing towards the success of company.
ACADEMIC BACKGROUND
· I have done Graduation in Bachelor of Arts From Guru Nanak Dev University, AMRITSAR and PUNJAB (INDIA).
·  Have done six months Computer Course in MS-OFFICE, TALLY & INTERNET.
Account Training:
I have done my Accounts training from Advocate & Tax Consultant AGGARWAL GOINKA & CO from AMRITSAR, PUNJAB (INDIA) Nov 2003 to Sep 2006.
 Training Description:
· Tally 5.4, 7.2, 9 and Tally ERP 9, Busy, MS EXCEL.

· Prepared company accounts, Trial Balance, MIS Report and Reconciliation of Bank Statement.

· Debtors & Creditors Reconciliation and maintaining suppliers file.

· Preparation of Payroll, salary and service tax.
· Calculation Sale Tax, Service Tax Preparation computation Input & Output Tax Return.

Key Skills

· Expertises in working with excel spreadsheets.

· Experience of working on Tally 5.4, 7.2, 9 and Tally ERP 9. 

· Ability to provide excellent customer service.

· Experience of handling large volume of invoices.

· Managing billings and collections.
PROFESSIONAL EXPERIENCE:
Worked as Auditor in Chandigarh, India from Nov 2013 to Jan 2015.
ACHIEVEMENT
Established good working relationships with customers/clients.

Appreciated at work for proficiency in using PeopleSoft and the company’s comparative finance information system.

RESPONSIBILITES

· Verification of bills & reconciliation of total turnover.
· Verification of Banks Reconciliation Statements, Fixed Assets and Stock.
· Responsible for Various MIS Reports to Management.
· Maintain the stock register.

· Vouching of Cash and Bank Books, Sale and Purchase Register, Debtors Ledger, Creditors Ledger, General Ledger so as to authenticate the figures appearing in the Books of Accounts of the client.

Worked as Senior Accountant in Zaika from an Emperors kitchen in Ambala Catt, India from Oct 2012 to Nov 2013.
ACHIVEMENTS
Accurately reviewed and resolved exception reports as well as researched, analyzed and resolved invoice payments’ transaction related matters.

RESPONSIBILITES

· Maintain the Accounts.

· Enter posting of purchase, sales, payment, receipt collection & journal voucher.

· Verification of bills & reconciliation of total turnover.

· Bank, Debtors & Creditors Reconciliation.

· Maintain cash transaction & petty cash book, preparing cash.

· Preparing outstanding list of Debtor & making Payment follow-up.

· Preparation & reporting of cash Vouchers and Cash Report.
· Scheduled client appointments and maintained up-to-date confidential client files.

· Physical stock verification on monthly basis.

· Maintaining suppliers file.

· Responsible for Various MIS Reports to Management.

· Preparation of Payroll.

· Maintain salary register in MS-Excel.

· Distribution of salary & Service charge.

· Credit Card & Bank Reconciliation.    
Worked as Accountant in Apurity hospitality in Chandigarh, India from August 2011 to August 2012.
ACHIVEMENTS

· Remarkably prepare the document and accounts history.
· Got appreciation from seniors for doing excellent works.
RESPONSIBILITES

· Maintain the Accounts.

· Supervising and coordinating subordinates to ensure in smooth accounting.
· Handling Self-Correspondence with all Business Clients, Suppliers and Banks

· Preparing outstanding list of Debtor & making Payment follow-up.

· Preparation & reporting of cash Vouchers and Cash Report.

· Preparation and Reporting of PDC detail.

· Booking of daily invoices and payment to suppliers.

· Scheduled client appointments and maintained up-to-date confidential client files.

Worked as Accounts Supervisor in R.M.S. Hospitality P.Ltd.in Chandigarh, India from March 2010 to July 2011.
ACHIVEMENTS
Appreciated at work for proficiency in using PeopleSoft and the company’s comparative finance information system.
RESPONSIBILITES

· Maintain the Accounts.

· Supervising and Coordinating subordinates to ensure in smooth accounting.
· Handling Self-Correspondence with all Business Clients, Suppliers and Banks

· Day to day cash & bank transactions.

· Preparing outstanding list of Debtor & making Payment follow-up.

· Booking of daily invoices and payment to suppliers.

· Scheduled client appointments and maintained up-to-date confidential client files.
Worked as Auditor in C.A. Sandeep Garg in Chandigarh, India from Nov 2009 to March 2010.
ACHIVEMENTS

Achieved an appreciation certificate by an external client for ‘Excellent Customer Service’ while working with the company’s auditing team and assisting client’s financial analysis
RESPONSIBILITES

· Vouching of Cash and Bank Books, Sale and Purchase Register, Debtors Ledger, Creditors Ledger, General Ledger so as to authenticate the figures appearing in the Books of Accounts of the client.

· Verification of Banks Reconciliation Statements, Fixed Assets and Stock.
· Responsible for Various MIS Reports to Management.

· Maintain cash transaction & petty cash book, preparing cash.

· Maintain the stock register.
Worked as Accountant with Ranjit Forex P.Ltd.in Punjab, India from March 2007 to Oct 2009.
RESPONSIBILITES

· Maintain the Accounts.

· Day to day cash & bank transactions.

· Enter posting of purchase, sales, payment, receipt collection & journal voucher.

· Credit Card & Bank Reconciliation.

· Mailing DSR detail. 

· Reconciliation of Bank Statement at the end of month.     

Personality Traits:-
· Hardworking.

· Positive attitude.

· Excellent team player.

LANGUAGE KNOWN
English, Hindi, & Punjabi
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