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CURRICULUM VITAE

MIRZA
Objective:To join a growing organization that offers challenges & the opportunity to grow with the company, where goals & objective are clearly established & the tools to reach such goals are provided.  To utilize my potential and talents to the utmost and contribute best to the field of Hospitality through my learning skills, hard work, discipline and thereby prosper in my career.
PROFESSIONAL PROFILE
· Ambitious Accountant& USA Tax consultantwith 5 Year 4 months of experience,

· Broad experience and comprehensive understanding of Finances strategies & Functional skills,
· Skilled as motivated, confident, multitasks, creative, innovative &energetic,
· Proficient user of Microsoft Office (Excel, Word, and PowerPoint)
· Professional development in a variety of challenges,
· Customer stellar service provider&Quick learner with ability to grasp new technologies.
EDUCATION

	Qualification
	MBA (Masters of Business Administration)

	Specialization
	Finance & HR

	Start Year – End Year
	2012 – 2014

	University
	Osmania University Hyderabad, T.S, IND.

	
	


ACCOUNTING PACKAGES
	Diploma in Focus

	Tally

	Peachtree

	MS Excel (NIIT Certified)


EXPERIENCE - 1
Company Name: METRO TRADING CO PVT LTD.
Designation:Accountant.
Location: Hyderabad, T.S, INDIA.
Duration:04-05-2010 – 30-09-2012.
Responsibilities:

· Record and document accounting transactions, analyze accounting transactions to determine accuracy, completeness,
· Maintained Account receivables, Account payables, finalization of accounts to balance sheet & maintaining daily expense sheet & handling petty cash,

· To send the daily charts and reports to administrative officer of total sale and GDP, take care of cash Balance,
· Preparation of journal vouchers, Bank payment vouchers, Bank reconciliation statement, Creditor & Debtor reconciliation,
· Preparation of purchase vouchers &Co-ordinate with Purchase Department for accurate Payments to Creditors,
· Preparation & Filing E-Return like CST & VAT details,
· Payment follow up and confirmation.

EXPERIENCE - 2
Company Name: ADP PVT LTD.
Designation:  Senior Process Associate.
Location: Hyderabad, T.S, INDIA.
Duration:22-10-2012 – 02-11-2015.
Responsibilities:

· Reconciliation of Federal Taxes, State and Local Taxes,
· Setting up Client’s Tax/Payroll profile on ADP’s Database to commence payroll activities – 941, W2, 1099,
· Process Dollar/Reversal Rejections,
· Interacting with BU’s for any additional information required to complete the request,
· Workload Management - Distributing & Follow up of volumes – Planned Peak and Non Peak – Handled special projects,
· Manage all the daily workflow of different tasks,
· Making the standards for the best service quality,
· Assignments and providing extensive Floor Support.
LANGUAGES KNOWN

	S.NO
	LANGUAGES
	READ
	WRITE 
	SPEAK

	1
	ENGLISH
	Yes
	Yes
	Yes

	2
	HINDI
	Yes
	Yes
	Yes

	3
	URDU
	Yes
	No
	Yes

	4
	TELUGU
	No
	No
	Yes


PERSONAL DETAILS
Date of Birth

:
20-05-1990
Nationality

:
Indian
Marital status

:
Married
Hobbies 

:
Socializing &Cricket
PASSPORT DETAILS

Nationality

:
Indian

Place of Issue

:
Hyderabad 

Visa Status

:  
Currently on Visit Visa

DECLARATION:

I hereby declare that the above furnished information is correct to best of my knowledge. Further I do not suffer from any disease which renders me unfit forJob.
PLACE: U.A.E




(MIRZA)









