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CURRICULUM VITAE
	MITESH 


__________________________________________
Detail oriented, efficient and organized professional with extensive experience in accounting systems. Possess strong analytical & problem solving skills, with the ability to make well thought out decisions. Love to crunch the numbers & ensure money is in right place, whether creating any document or chasing a client who owes money.
Areas of Excellence
Accounts Payable Accounts Receivable Payroll Processing Journal Entries 
Cash Handling 
Dubai, UAE. (Period: Jan 10th, 2013 to till date)
Designation  : Accounts Executive
Job Profile:
Payable Management:
Handling Payable Dept. for 9 Group of Companies, i.e. monthly reconciliation of SOA, Preparing payments as per there due dates, Entering approved Voucher & Invoices in Accounts Payable Sub ledger. Also making Utility payments monthly wise.
Enters, updates, and/or retrieves accounting data also posting the same to appropriate account in an automated accounting system.
Perform month end Journal Entries & expenses entries in the system. Raising the local purchase order through approved quotation.
Design & create weekly/monthly expenses reports.
Passing Intercompany Entries & Reconciling the same, i.e. Purchases, T/L, and Making Receivable & Payable Adjustment on monthly basis.
Ensured compliance with accounting deadlines.
Vendor’s evaluation and performance file updating & keeping the track of vendor’s registration. Handling of Cash System for Daily basis expenses.
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Receivable Management:
Complete account reconciliations and process adjustments.
Perform billing, receipt allocation, collection and activity reporting following established protocols, to tight deadlines.
Maintain up-to-date billing system and customer files.
Monitor customer account details and identify and investigate non-payments, delayed payments and other irregularities. Organize recovery system and initiate collection efforts.
Investigate and resolve customer queries. Prepare bank deposits.
Banking Management.
Preparation for Early External Audit:
Preparing the depreciation schedule, prepaid expenses and Rent schedule. Maintaining/Verification of Asset & Stock for the company.
Getting the balance confirmation from Banks, vendors and Clients Making physical cash and stock verification report.
Preparing the company accounts for the final audit.
Other Activities:
Frequent in Creating COO from Ministry of Economy.
Worked as a Communicator with Management Staff, Suppliers, project manager regarding Invoice’s & billing issues, which led in less misleading of Expenses.
Coordinating monthly payroll functions for 450+ employees. Making the schedule for insurance.
Making Monthly Bank Reconciliation. (Also Discounting & Factoring of Invoices)
Keeping the track for all heavy equipment’s loan and vehicle’s loan and reporting to the immediate superior for the installment payment.
	HCL Infosystems Ltd. Mumbai. (Period: July 1st, 2011 to Sep 30th, 2012)

	Designation
	:
	Resource Co-ordinator

	Division
	:
	Accountancy & Digischool


Job Profile:
Provide Training to Teachers about the System. 
Handling All Technical Issue regarding Product like Smart Board, Hardware and Networking, Projector, etc. Handling Edurix Digischool Software in which Updating Content, Create User account and Give 
Permission, Renewing Edurix license, Maintain 2008 Server. 
Provide technical Training to Admin staff & new Joining about the School Management (Accounting) Software. 
Handled the Cash Collection (fees) for School for about 11 months. 
Maintained Daily Collection reports & submitting the same to Head Office. Handle multiple computers at the same point of time. 
BSc. IT (Feb 2011) 
Percentage – 62.70% 
VIVA College of Arts, Commerce and Science, Virar, Mumbai University. 
[image: image3.jpg]



H.S.C. (Feb 2008) 
Percentage - 75.67% 
VIVA College of Arts, Commerce and Science, Virar, Mumbai University. 
S.S.C. (March 2006) 
Percentage - 64.66% 
St. Aloysius High School, Nalasopara, Mumbai University. 
Performing the crucial role of DCO (Document Control Officer) for ISO. 
Successfully completed ISO 9001:2008 & ISO 14001:2004 training, conducted by TUV Middle East And acted as an Internal Auditor in the Company since 2014. 
Participated in National Service Scheme (NSS), a Government of India sponsored program for community service & social activities And have done a Disaster Management course in the same. 
Place :


	Date of Birth
	:
	7th Dec, 1990

	Nationality
	:
	Indian

	Marital Status
	:
	Single

	Gender
	:
	Male

	Languages Fluency
	:
	English, Hindi and Marathi.


I hereby declare that above given information is true till the date.
Dubai
MITESH 
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