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                                          Mr. Shaikh 
Shaikh.324951@2freemail.com 

_____________________________________________________________________

Career Objective- 

To seek challenging avenues, where my knowledge and experience matches with the oganization's growth.
Educational Qualification:-

· Passed M.B.A in Finance from Vinayaka Mission University, Salem with First class.(2010-12)
· Passed T. Y. B. Sc (Hospitality studies) from Kohinoor College of Hotel Management & Tourism studies with second class.(2007-10)
· Passed H. S. C with second class from Mumbai University in the year 2006-07
· Passed S. S. C with second class from Mumbai University in the year 2004-05

Additional Qualification:-

· Completed Diploma in Basic Computer education from Sharda Computers.
· Completed MSCIT from M. K. C. L
· Completed Diploma in Financial Accounting with ERP 9.0 
Work Experience:-

1.
Organisation

:
Horixon Consultancy  (15st Dec2015 –8th Oct 2016)
Designation

:
Accountant & Finance  Executive. 
Responsibilities:- 
· Looking after the Accounts Receivables of clients.
· Monitor Clients account details for non payment,delayed payments & other irregularities.

· Clients  Reconcilation
· Resolve Payment Discrepancies.

· Maintaining Up to date billing system for ex spreadsheets Excel Files.

· Follow up with the clients regarding  Outstanding via E-Mail,Phone etc.
· Making Letters of Balance Confirmation & submitting it to clients.

· Responding to the NDC(No Due Certificate) via E-Mail.

· Reviewing AR aging to ensure Compliance.
· Preparing Weekly Collection Reports,Monthly MIS Reports etc.
· Generating Outstanding Reports from Tally Erp.
· Adjusting the On account receipt against the bills in tally.
· Calculation of Tds (Tax Deducted at Source) & cross checking with form 16A.

· Updating the MIS reports in excel & crossing checking it with tally.

· Maintaining all records & assist with month end closing of receivables reports.

· Any other task given by the head or seniors.
2.
Organisation

:
Krystal Integrated Services Pvt Ltd (25thAug14- 1stDec15)
Designation

:
Accounts & Finance Executive 

Responsibilities:-

· Debtors  Reconcilation

· Preparing Weekly Daily Collection Reports,Monthly etc.

· Adjusting the On account receipt against the bills 

· Updating the ledgers on daily basis

· Co- ordinating with Credit Control Dept,Collection team & operations 

· Meeting clients with respect to outstanding payment.

· "Co- ordinating with Billing Dept with respect to HK & SEC.(For Bills         Acknowledgement)"

· "Monitoring the outstanding of the clients & forward it to management."

· Follow up with respect to outstanding.

· Any other  task given by Head of the department.
3.
Organisation

:
M/s. Raj Civcon Pvt Ltd Mumbai (1st Sept 12-31st Dec 2013)
Designation

:
 Accounts Executive
Responsibilities:-

· Data entry in Tally ERP - 9

· Handling day to day routine & correspondence 

· Communicating / Visit with bank authorities & CA.
· Handling Petty cash vouchers etc

· Handling queries related to cash & credit transactions

· Keeping track of outstanding payment
· Drafting letter like (RTGS, Demand Draft, NEFT etc)

· Preparing bills / Work order & COP (Contractors bill).

· Handling loan activities like EMI, timely payment etc

· Handling credit card payment (online)
· Opening vendor a/c, making entries etc
· Preparing cheque
· Calculating & preparing salary
· Handling outstanding 
· Preparing bills of contractors & suppliers

· Handling day to day vouchers, entries etc  
· Maintaining record

· Learned to manage the team and get work done from them

· Co-ordinating with the teams
Skills:-
· Ability to deal with people

· Willingness to learn & solving skill
· Team handling skills 

· Hard working and disciplined 

· Good analytical and presentation skill

· Quick learner

Project:

· Name

:
Retail 

· Group

:
5 persons

Subject

:
Retail sector growth in India & Its future trends as an industry
Hobbies

:
Cricket & Reading sports book
I.T CREDENTIALS:-

Operating System
: 
Windows 2000, XP, windows 7
Packages

: 
Ms-Offices, Ms Outlook  & Advance Excel
Internet Savvy

Personal detail:-
Date of Birth

:
07th November 1989

Nationality

:
Indian

Marital Status

:
Married
I hereby declare that the above information provided by me is true to the best of my knowledge.

