Curriculum vitae

RUPESH KUMAR SINGH
B – 16, Jyoti Apartment 

Rohini, Sector – 14




Email:rupeshsingh1984@gmail.com
New Delhi - 110085




Mob:
+91-9205012016 
Career Objective: 

To learn and implement the best practices in finance and taxation & achieve high carrier growth through continuous learning process and looking for a challenging, dynamic and vibrant environment in a financial Organisation. 
Profile: 
Highly motivated First Class Professional MBA Finance & Commerce graduate with hands on accounts excellent organiser with ability to project and elicit interest, enthusiasm & energy
Proven ability to understand project concerns
Academic Qualifications:

· MBA Finance from IGNOU with First Class (65% Marks) in 2011
· B.Com (Hon.) with specialisation in Accounts with 68% marks from Patna University in 2003.

· 12th from B. D. Evening College Patna (B.I.E.C.) with 63% marks in 1999

· 10th from B. S. S. Inter Collegiate, Begusarai (B.S.E.B.) with 54% marks in 1997

Professional:
Post Graduation Diploma in Computer Application (PGDCA) from Sterlite Foundation, Patna in 2004

Software Skills:
Dos, Ms Word, PowerPoint, Excel, FoxPro, Internet, Tally ERP-9, 7.2, 6.3, 5.4 & 4.5 (Accounting Package), E.R.P., Page Maker, CorelDraw & C Language 

Work Experience: - Current

1. CL Educate Limited as Assistant Manager from June 2016 to till now and involving the following responsibilities / Job functions.
· Preparation of TDS & Sales Tax Returns
· Deposit of TDS, Service Tax
· Checking of Purchase, Contractors, Hire, Imprest Bills & Vouchers

· Verify day-to-day accounts (AR, AP, GL) in Navision

· Checking & Posting of AR, AP & GL
· Preparation of Cash Flow Statement

· Overall Imprest management including bills checking, payments, reconciliation
· Vendor Code Management in Navision- ensuring vendor codes opening as per process
· GL Scrutiny-(correct booking including heads, dimension, taxation aspects etc)
· Monthly Closing (Provisions, Prepaid expenses, FDR Schedules, Variance Analysis)
· Providing related schedules/data for statutory/internal audit
· Vendor Reconciliation, Ageing Report, knocking off.
· Preparation of MIS
· Drafting of P&L & Balance Sheet
· Handling Income Tax matters of all sections
2. MD Overseas Limited as Accountant from Nov. 2014 to June 2016, involving the following responsibilities / job functions
· Maintains day-to-day accounts (AR, AP, GL & PO) in Tally ERP9
· Preparation of Bank & Branch Reconciliation
· Maintaining of Stock Details daily and monthly basis
· Preparation of Cash Flow Statement

· Checking of Purchase, Contractors, Hire, Imprest Bills & Vouchers

· Payment process of Purchase, Contractors, Hire, Imprest Bills & Vouchers

· Debtors Aging on Monthly Basis

· Preparation of MIS 

· Creditors Aging on Monthly Basis

· Assisting internal auditors

· Dealing with Banks

· Handling Income Tax matters of Employees

· Preparation of TDS & Sales Tax Detail & Returns
· Preparation of Salary & ESI & PF Deposit 

3. Fairwood R&A Sports Pvt. Ltd. As Assistant Manager Finance from May 2011 to Oct. 2014 involving the following responsibilities / job functions

· Maintains day-to-day accounts (AR, AP, GL & PO) in Tally ERP9

· Filling the Return of TDS and Service Tax
· Preparation of TDS & Service Tax Detail

· E-Payment of TDS & Service Tax

· Preparation of MIS 

· Preparation of Cash Flow Statement

· Preparation of Bank Reconciliation

· Checking of Purchase, Contractors, Hire, Imprest Bills & Vouchers

· Debtors Aging on Monthly Basis

· Creditors Aging on Monthly Basis
· Monthly payments and receipts of All Vendors

· Ledger Scrutiny

· Preparation of Payrolls and monthly T.D.S of Employee

· Handling Income Tax matters of Employees

· Assisting internal auditors

· Dealing with Banks

4. Previous worked as Sr. Accountant – Accounts & Finance with C & C Constructions Limited (Listed Company) MNC from May 2008 to April 2011 involving the following responsibilities / job functions
· Maintains day-to-day accounts (AR, AP, GL & PO) in ERP (Oracle-11-I)
· Filling the Return of Sales Tax, WCT & Entry Tax
· Issuing form–38, C Form, Form–31 
· Preparing of TDS Detail

· Preparing of MIS 

· Checking of Purchase, Contractors, Hire, Imprest Bills & Vouchers
· Debtors Aging on Monthly Basis

· Creditors Control
· Monthly payments and receipts of All Vendors
· Ledger Scrutiny

· Monthly Ageing with H.O. & different Branch offices
· ESI & PF Deposit 

· Preparation of Bank Reconciliation

· Preparing of Cash Flow Statement

· Preparation of Payrolls and monthly T.D.S of Employee
· Handling Income Tax matters of Employees
· Assisting internal auditors
· Dealing with Banks & Insurance Co.
5. Previously worked as Accounts Officer with M/S SHRIGROUP (Real Estate) From Dec. 2004 to April 2008 Add.: H -105, Sector – 12, Noida Ph.-0120-4254544 following responsibilities / job functions.

· Maintains day-to-day accounts in Tally 9

· Preparing of Vouchers (Sales, Purchase, Journal, Payment etc.)

· Monthly Salary & Wages Disbursement to the staffs & labours

· Handling of Petty Cash

· Bank, Party, Ve
ndors, Excise and inter branch reconciliation statement    

· U.P. Sales Tax Work

· Dealing with Banks & Insurance Co.

· Checking of M. B., Labour Payment, 

· Preparation of Payrolls and monthly T.D.S details

· Service Tax & TDS Work, 

· Assisting internal auditors

6. Previously worked as “Accounts Trainee” with M/S N. R. Baid & Co., Chartered Accountants, from June 2003 to November 2004. N. R. Baid & Co. is a Consultant Organisation (Chartered Accountant) based at Patna, which provides different types of financial as well as accounting solution to their client..

Job Profile:

· Internal Audit of various companies
· Tax Audit of various exports Houses and Companies

· Preparation and Filling of Income Tax returns for Individual, companies and Farms

· Calculation of various rebate under various sections

· Stock verification 
· Recording of General Books of Accounts and Ledger.

· Preparation of R.O.C documents in compliance of Companies Act.

· Preparation of all types of Vouchers bills and receipts.

· Preparation of Bank Reconciliation Statements 

Personal Information:

Date of Birth:


15.07.1982
Father’s Name:


Satyendra Singh
Residential Add.:

B – 16, Jyoti Apartment, 
Rohini, Sector – 14




New Delhi - 110085
Extracurricular 

Activities:
Listening to music, Travelling & Making New Friends

Language Known:

Hindi & English

Passport No.:


N1381404
Marital Status:


Single

Current Salary:


54,000/-

Stronger Side:     
Faith on work, have confidence and control in adverse Situations.

Weaker Side:

Emotional and easygoing

References:

1. 
Mr. Pawan Garg




Director finance in Fairwood Group




Mob: - 9811363220
2.
Mr. Anmol Khanna




Director, NSA Buildtech Pvt. Ltd.




Mob: - 9873710062
I declare that the above particulars are true to the best of my knowledge and belief.

Date
:  
Place
:  New Delhi









(Rupesh Kumar Singh)
