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MRS. NISHA

Accountant

https://youtu.be/h84CRJJ8ujA 

OBJECTIVE


Eight Years of professional work experience in the field of accounting, business administration and administration support working in diverse industries such as manufacturing, general trading, wood suppliers, interior and exterior designing companies. Well versed in handling accounts till finalization, bank liaison and transactions, handling taxation and good knowledge of accounting software’s.
EDUCATIONAL QUALIFICATION

	Degree
	Year
	Institute/ University
	Grade

	B COM
	2011
	MUMBAI
	52.00%

	HSC (XII Std)
	2007
	MUMBAI
	69%

	SSC (X Std)
	2005
	MUMBAI
	60.40%


COMPUTER KNOWELDGE
· Well versed with MS Windows, MS Office and Internet Applications

· Knowledge of accounting Software i.e. Spectrum software, Quickfa software, Tally 7.2 & Tally 
· English Typing 30 wpm
WORK EXPERIENCE  

	Organization
	Duration
	Designation

	
	From
	To
	

	1. Pursuetech (PCB Manufacturer)
	 Oct 2019
	Till date 
	Junior Accountant


NATURE OF WORK EXPERIENCE
A) Statutory Compliance
· Income Tax
· Reconciliation of ledgers & preparing data for calculating monthly tax liability & E-payment of TDS
· Quarterly TDS Return & fillng correction statement if any 
· Correspondence & visits IT Department for Income Tax related matters 
· GST
· Monthly Payment of GST
· Computation for monthly filing of GSTR 1 &  GSTR 3B returns
· Verifying Ledgers & form 2A for taking credit and passing related entries for ITC claimed & utilized.
· Other Statutory work
· Correspondence with Government department regarding the taxation matter 
· Preparing Monthly Stock Statement to submit Bank.
  B)     Finalization
· Debtors, Creditors Ledger Reconciliation, follow up for confirmations 
· Preparing various reports and working related to Balance Sheet, Income Tax Return &Audit Report 
· Co-coordinating with auditors & solving queries regarding Audit
C)    Others
· Checking purchase & sales invoices as per norms
· Bank Reconciliation  & payment entries in Tally
	Organization
	Duration
	Designation

	
	From
	To
	

	1. Venus Interior Solution (Interior Design)
	 Feb 2017
	Sept 2019
	Junior Accountant


NATURE OF WORK EXPERIENCE

A) Statutory Compliance

· Income Tax

· Reconciliation of ledgers & preparing data for calculating monthly tax liability & E-payment of TDS

· Quarterly TDS Return & filing correction statement if any 

· Printing & Issuing TDS Certificates (Form 16 & 16 A) to Vendors & Employees

· Preparing details related to Income Tax Assessment & TDS notices as required by Income Tax Department
· Correspondence & visits IT Department for Income Tax related matters 
· Sales Tax
· Monthly VAT Payment 
· Co-ordinate with consultant for MVAT Registration & documentation related to same

· MVAT Return - Checking purchase details with bills, Verifying with ledger & purchase register, prepared summary of VAT paid deducted monthly. Preparing Monthly Return Template 
· PreparingforTaxauditlike making sales purchase summary. Preparing Annexures 704 and Reconciliation with balance sheet. 

· GST
·  Monthly Payment of GST
· Computation for monthly filing of GSTR 1 &  GSTR 3B returns

· Verifying Ledgers & form 2A for taking credit and passing related entries for ITC claimed &utilized.
· Other Statutory work
· Calculating yearly and E-payment of Profession Tax.

·  Correspondence with Government department regarding the taxation matter 

· Preparing Monthly Stock Statement to submit Bank.

  B)     Finalization
· Debtors, Creditors Ledger Reconciliation, follow up for confirmations 
· Preparing various reports and working related to Balance Sheet, Income Tax Return &  Audit Report 

· Reconciliation of 26AS & follow-up for TDS certificates

· Co-coordinating with auditors & solving queries regarding Audit

C) Others
· Checking purchase & sales invoices as per norms

· Checking stock register & Preparing stock statement

· Bank Reconciliation  & payment entries in Tally

	Organization
	Duration
	Designation

	
	From
	To
	

	2. Space Creative Designer 
     Exterior Designing Company
(Jogeshwari, Mumbai) 
	November 2008


	June 2012
	Account Executive

	
	August 2013
	November 2015
	Account Executive


NATURE OF WORK EXPERIENCE

A)
Income Tax 

· Reconciliation of ledgers & preparing data for calculating monthly tax liability 

· E-payment of TDS

· Preparing quarterly TDS Return in Tax base software 

· Checking TDS default notices and revising returns as required 

· Assisting in preparing annexures for Tax Audit and Income Tax Return filing according to Balance Sheet, P & L A/c & Statement of Income 

· Assisting in preparing details related to Income Tax Assessment & TDS notices as required by Income Tax Department

· Other correspondence related to Income Tax matters.
Sales Tax
· Monthly VAT Payment 
· Co-ordinate with consultant for MVAT Registration & documentation related to same

· MVAT Return - Checking purchase details with bills, Verifying with ledger & purchase register, prepared summary of VAT paid deducted Monthly. Preparing quarterly Return Template 
·     Assisting to VAT audit i.e. preparing and reconciling data with financial statement, detail       working for filing annexure for 704.

Service Tax 

· Reconciliation of ledgers & preparing data for calculating monthly tax liability 

· E-payment of Service Tax 

· Preparing data and documentation for Service Tax Refund claimed for export related transactions 

· Assisting in preparing details related to Service Tax Notice as required by Service Tax Department

C)
Other accounting work
· Passing Day to Day data entry in tally, Bank reconciliation.

· Passing various journal and payment entries in Tally 

· Support the external audit in carrying-out and ensuring timely completion of audit.

· Reconciliation of vendor’s ledgers for the purpose of issuing & receiving statutory form i.e. C/H

· Assisting to VAT audit & Sales Tax Assessment

	Organization
	Duration
	Designation

	
	From
	To
	

	3. Ajeet & Company (Wood Suppliers)
     (Ghatkopar, Mumbai)
	May 2013
	January 2017 
	Taxation Executive


NATURE OF WORK EXPERIENCE

A)
Income Tax 

· Reconciliation of ledgers & preparing data for calculating monthly tax liability 

· E-payment of TDS/TCS, Advance Tax

· Preparing quarterly TDS/TCS Return in RPU software (NSDL)

· Generating & issuing TDS Certificates (Form 16 A) to Vendors 

· Uploading Form 26AS and reconciliation of the same with customer’s ledger and follow-up for TDS certificates receivable 

· Assisting in preparing annexures for Tax Audit and Income Tax Return filing according to Balance Sheet, P & L A/c & Statement of Income 

· Assisting in preparing details related to Income Tax Assessment & TDS notices as required by Income Tax Department

· Other correspondence related to Income Tax matters
C)
Other accounting work
· Bank Payment & Journal entries related to tax payment and reconciliation of ledgers after payment

· Support the external audit in carrying-out and ensuring timely completion of audit.

· Reconciliation of vendor’s ledgers for the purpose of issuing & receiving statutory form i.e. C/H/I/F

· Assisting to VAT audit i.e. preparing and reconciling data with financial statement, detail working for filing annexure for 704.Internet & emailing
Net surfing, Travel Arrangement, Composing & replying to emails

· Daily Correspondence

Drafting & Typing of Letters, Attending Phone Calls, Inward & Outward Courier
· Handling other day-to-day administrative activities 
Looking after stationery stock, Maintenance of Printers, Faxes etc

`

PERSONAL DETAILS

Nationality


: Indian

Date of Birth


: 27/12/1989


Marital Status 


: Married

Languages Known 

: English, Hindi and Marathi
Visa Status
 

: Visit Visa + Ticket company should provide to come trial in UAE

E-mail Address


: nisha-399239@2freemail.com 
Mobile Number


: 0504753686
Reference


: Mr. Anup P Bhatia, HR Consultant, Gulfjobseeker.com
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