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To obtain a position where I may be able to make the most of my ability to analyze financial information in order to expedite the company’s financial terms. I firmly believe in the principle of implementing my duties with dedication and determination. With assets such as integrity, loyalty and strive for perfection, I will add value and strength to the organization empowering me.
PROFESSIONAL EXPERIENCE
· S.K. Agency (Mumbai, India) 
Accounts/Finance Executive (June 2013 – Present) 
S. K. Agency is a leading Shipping and Logistics Company providing services in both Air & Sea. They are a trusted, respectable and leading Shipping Freight Forwarding & Custom House Agent with own offices and close associates covering all major Indian port cities along with vide International Network. 
RESPONSIBILITIES:
A)  ACCOUNTS AND TAXATION :
· Independent book-keeping of bank transactions and all other transactions as well as preparation of financial statements. 
· Monitoring and reporting of cash positions and bank transactions. 
· Preparation of bank reconciliation statements and follow up of open entries. 
· Preparation of cash flow statements at regular intervals. 
· To update all records as per the interval accounting system viz Visual accounts / tally. 
· To manage payments to vendors, internal staff reimbursements, travel advances etc. as per the internal policies and procedures. 
· To constantly improve the accounting systems & procedures with the aim of making it more transparent. To address all the queries raised by the internal 
statutory auditors. 
B)  FINANCE :
· Process, verify, organize and store the financial records of the project. 
· Preparation of financial analysis, MIS report etc. as required by the management. 
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LANGUAGES
ENGLISH
HINDI
MARATHI
COMPUTER PROFICENCY
MICROSOFT OFFICE
INTERNET RESEARCH
TALLY ERP9
VISUAL ACCOUNTS
SKILLS & TRAITS
ACCOUNTING KNOWLEDGE EXCELLENT COMMUNICATION QUICK LEARNER
TEAM PLAYER

D)  OTHER:
· To supervise the filing and archiving of documents. 
· To supervise the compilation of staff leave & attendance record for payroll purpose. 
· To ensure smooth co-ordination with the payroll team for salary disbursement of the staff. 
· S.K. Agency (Mumbai, India) 
Accounts/Finance Assistant (June 2012 – May 2013) 
RESPONSIBILITIES: 
· Maintain spreadsheets. 
· Manage daily post in and out. 
· To handle and write cheques. 
· Receive and process all invoices, expense forms and requests for payment. 
· Verify calculations with the Accounts system. 
ACHIEVEMENTS IN CURRICULAR ACTIVITIES
· Represented Mumbai in under-16 District level cricket tournament 
· Part of Complan Cricket Camp under the guidance of Mr. Sandeep Patil (former Indian player) 
· Currently playing for Cricket CLUB Of Andheri (CCA). 
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	2015
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	Mumbai
	T.Y.BCom
	Mumbai,
	

	
	Commerce
	
	
	India
	

	
	
	
	
	
	

	
	
	
	
	
	

	2011
	Thakur College of Science and
	Maharashtra
	H.S.C
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*BCom – Bachelor of Commerce
