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OBJECTIVE & GOAL  

To move the pinnacle of the corporate ladder as early as possible by exploiting my talents, knowledge and skills with the hard work, dedication & commitment to the assigned tasks. My knowledge, skills and experience in a wide range of fields will make me a valuable asset to any company.
WORK EXPERIENCE & RESPONSIBILITIES

a) 
Organization Name  
- 
DEEPTI CONVENT HIGHER SECONDARY SCHOOL    

                                                             (Affiliated to CBSE Board, New Delhi)
     

Designation  

-
Accountant cum Administrative Staff 

     

Period           

-
01st July 2008 to 16th Sept 2015
     

Location 

-
Jagdalpur, Chhattisgarh State, India

b) 
Organization Name 
- 
BASTAR VIKLANG SEVA SAMITI (NGO working with 
Inclusive Education program for children & various community development program for the people)
      

Designation  

-
Part Time Accountant 
      

Period           

-
01st February 2006 to 15th Sept 2015
Location 

-
Jagdalpur, Chhattisgarh State, India

c) 
Organization Name 
- 
TOKAPAL  CHILD  DEVELOPMENT  CENTER (NGO working for  

                                                                   the up-liftment of children in rural areas) 


Designation  

-
Accountant  

Period           

-
November 2005 to July 2008

      

Location 

-
Jagdalpur, Chhattisgarh State, India

d) 
Organization Name 
-  
NAGRIK SAHAKARI BANK, JAGDALPUR (Private Bank) 

Designation  

-
Bank Clerk
Period           

-
Dec 2004 to Nov 2005
Location 

-
Jagdalpur, Chhattisgarh State, India
e) 
Organization Name
-  
Durga Mohanty & Associates (Chartered Accountants)

Designation 

-
Audit Assistant
      

Period           

-
July 2003 to Nov 2004

Location 

-
Jagdalpur, Chhattisgarh State, India
f) 
Organization Name
-  
ASHA KIRAN SOCIETY / HOSPITAL
      
Designation  

-
Accountant 

  
Period           

-
15th July 1999 to 04th Oct 2003

Location 

-
Koraput District, Orissa State, India
EDUCATIONAL QUALIFIACTION 
	Degree/Diploma
	Board/University
	Passing Year

	Post Graduate Diploma in Personnel Management & Labour Welfare
	Barkatullah University, Bhopal, Madhya Pradesh
	1998

	Bachelor Degree in Commerce
	Pt. Ravishankar Shukla University, Raipur, Chhattisgarh State
	1997

	12th Commerce
	Madhya Pradesh Education Board, Bhopal 
	1994

	10th
	Madhya Pradesh Education Board, Bhopal
	1992

	Computer Education – M.S.Dos 
Tally Accounting Programme
	Aptech Computer Education, Jagdalpur 
Gbitt Computer Education , Bilaspur
	1997

           2004


JOB  PROFILE
· Accounting 
· Maintain and update all accounts in Tally 9 software.
· Is responsible for the timely payment of all credit and cash purchase.
· Maintain the fixed assets register in the accounting system.
· Prepare statements and reports of Income and Expenditure.
· Maintain general and subsidiary ledgers, accounts receivable, accounts payable, depreciation 
operating expenses, and insurance records. 
· Assist in development and implementation of goals, policies, and procedures relating to financial management, budget, accounting, and /or payroll. 

· Is responsible for the contract payment of fixed assets to Companies and taxes to Government         ( TDS ) as per their agreement`s due dates.
· Monitor the payment of Staffs Provident Fund, Service Tax payment and Submission of Annual tax returns of organization to Government through Chartered Accountants.  
· Keeping tracks and payment of Vehicles various types of taxes to Government related to Road Tax Office ( i.e. Insurance , Road Tax, Fitness, Permits etc)
· Provide administrative support to management and other staff.
· Maintains an effective filing system.

· Cash Handling / Invoicing
· Issue invoices and follow up payable and receivable accounts.

· Monitor the cash flow on a daily, weekly, quarterly and monthly basis.

· Record credit/debit invoices in the accounting system. 
· Reconciliations ( Bank Reconciliations )
· Ensure that all relevant parties accounts are fully reconciled periodically.

· Is responsible for the preparation of inter-branch reconciliations.  
· Liasing

· Support in cash management, banking, and customers relationship.

· Liaise with management/ HR on the financial and timely payment arrangements 
for the monthly payroll.

· Banking Operations

· Monitor regular deposits of cash, cheques, and demand draft in respective bank account.
· Monitor the money transfer of local and outstation purchase  through inter banking
transactions.
· Reporting and Analysis

· Assist in preparation of schedules, worksheets ,including “Budget v/s Actual” 

variance reports.

· Concern for Quality

· Ensure work is presented attractively and professionally.

· Checks own work for mistakes before completion and submission of tasks.

· Checks accuracy of facts and figures.

· Completes all work according to procedures and standards.

· Consistently updates checklists, schedules, calendars, etc. to ensure that small

details are not overlooked. 

· Technical Expertise
· Possesses basic knowledge of organizational policies and procedures relating to
 the position and applies them consistently in work tasks. 
· Strives to keep job knowledge up-to-date through self-directed study

and other means of learning.

· Economic and accounting principles and practices, banking and the 

analysis and reporting of financial data. 
COMPUTER SKILLS 

· MS Office 2007
· Tally 9.0 accounting software
· Internet 
PERSONAL INFORMATION 
· Date of Birth    
- 
25.09.1974

· Marital status   
- 
Married

· Nationality     

- 
Indian
· Language Known       -           English , Hindi , Malayalam
