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VANDANA

Email id: vandana.364523@2freemail.com

OBJECTIVE
To get a professional and growth oriented job with high responsibility and accountability and to work with confidence to face challenge and aiming to achieve high goals with organization growth.

EDUCATIONAL QUALIFICATION
1. T. Y. B.Com. (Mumbai University)

COMPUTER KNOWLEDGE
Windows, Ms-Office, Ms-Excel, Ms-Word, Tally ERP9, Internet, CorelDraw, Photoshop

PROFESSIONAL EXPERIENCE
Duration – WORKING SINCE JUNE -2006 - ACCOUNTS & FINANCE – TILL DATE (11 Years)
SUPREME GYPSUM PVT. LTD Kandivali West, Mumbai

JOB PROFILE
SENIOR ACCOUNTANT CUM ADMIN EXECUTIVE
· Perform daily entry of accounting and weekly perform checking and updating. 
· Maintaining the official files. 
· Check and compile the tax returns. 
· Responsible for Payables (Proper Booking & Release payment to Vendor on time). 
· Maintaining the Reconciliation for each and every vendor’s accounts in the system 
· Reconciliation of Bank Statement at the end of month. 
· Handling Petty Cash Transaction. 
· Deduct TDS and make Tds , Service tax , VAT Payment before due dates. 
· Collect customer payments in accordance with payment due dates 
· Preparing outstanding list of Debtor & making Payment follow-up. 
· Preparing of Tax invoices 
· Co-Ordination with client & vendors 
· Sales & Purchase total reconciliation of accounts calculating VAT. 
· Maintain salary register in MS-Excel. 
· Verification of bills & reconciliation of total turnover. 
· Inter Companies Reconciliation. 
· Handling of Sister Concern Company (including Sales, Purchase, Debit note, Credit note. ) 
· Maintaining of Stock Register, Sales & Purchases Register. 
· Scrutiny of Ledger of Creditors and Debtors. 
· Update daily basis Bank entries & Receipt entries 
· Booking of expense bill and payment 
· Preparation of Quotation & letters 
· Raising and progressing purchase orders 
· Preparation Monthly SERVICE TAX , VAT , TDS, Statements 
· Solving Queries of auditors during audit. 
· Make Quarterly ‘c’ form data & application & Issue ‘C’ form 
· Handle incoming customer account inquiries promptly, generally on the same day. 
· Monthly statements, keep customers files updated with current invoices, bills and contact information. 
KEY SKILL
Ability to work under pressure
Multi tasking capability
Quick learner
Keen observer.
Loyal towards work and duties.

PERSONAL DETAILS
Date of Birth
14-10-1986
Language Known      English, Hindi, Gujarati
Nationality
Indian
Religion
Hindu
Marital Status
Single
Mother Tongue       Gujarati
Place
Mumbai
Reference
Can be furnished on demand
I hereby declare that the particulars furnished above are true and correct to the best of my knowledge and also I give assurance to work with honesty and full dedication towards my work & organization.
(VANDANA)
