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Objective


	To obtain a responsible and challenging position where I can demonstrate my technical and business 
Skills. Also Contribute to enhance individual and organizational performance.


Professional Experience


B.COM with 4/5 years of conscientious industrial experience in Accounts, Audit & Finance Dept. Independently handling day to day accounting work.

Working knowledge in Tally Systems.
Major Expertise Highlights
Responsible for handling day to day accounting works.

Maintain Books of accounts viz. Cash, Bank, Purchase, Sales, Stock register. 

Enter accounting entries for Purchase, Sales, consumption, Credit, Debit Note, Cash, Bank, Payable, 
Receivable, Salary, Provision, Expenses.

Perform entire day to day general accounting activities, Accounts payable, Accounts receivable.

Complete the various tasks as assigned to by the department head from time to time.

Work Experience 
Previous Employment:

	Company
	Khushal Sharma & Company

	Designation
	Accounts Executive 

	Reporting to
	Manager Accounts , C.A.

	Duration
	From May 2008 to April 2010


About the Organization: 
Khushal Sharma & Company is the Chartered Accountant firm
Job Profile: 
Maintain Books of Accounts viz. Cash Ledger, Purchase, Sales, Stock Register
Enter Accounting entries for Purchase, Sales Credit, Debit Note, Cash, Bank, and Payable



Receivable, Salary Expenses.


Monitor day to day routine accounting and financial activities.



Invoicing to Clients – Prepare and forward invoices, Debit note, Credit notes.


Monitoring pending due to be received from customer



Reconciliation of inter branch Transaction with other unit, Customer Reconciliation on monthly basis


Processing vender invoices for all purchases of goods and services and reimbursement to employees



(Expenses Voucher)



Checking and Verification of bills, supporting documents, relevant approvals, Purchase Order



Making provision of expenses,(Electricity, Telephone, Salary etc.)



Sales Tax Return Filling & Reconciliations of Sales Tax Return
Previous Employment:

	Employer
	Lifestyle Collections Pvt.Ltd.

	Designation
	Sr.Accountant

	Reporting to
	Managing Director

	Duration
	From 05th June 2010 to 28th February 2014


About the Organization: -

Lifestyle Collections Pvt.Ltd. have every Nike Factory Store & It’s have Pizzavito Outlet of Restaurants 
Accounts

Enter accounting entries for Purchase, Sales, journal, Credit, Debit Note, Cash, Bank, Payable,  Receivable, Salary, Provision, Fixed Asset, Income, Expenses.

Maintain the records of all commercial transactions

Handling of Clients day to day petty cash/banking operations
Bank Reconciliation on daily basis & monitoring unrecognized entries.

Bank related work / documents handling, provide necessary documents/statements as & when required by Bank.
Co-ordinate/liaison with the bank for banking operations purpose, 
Taxations 
Monthly Sales Tax Reconciliations, & Quarterly Sales Tax Returns Preparations
Service Tax Calculation as per Monthly Basis

Monthly Tds Reconciliations, Quarterly Tds Return Preparations & Filling of Tds Return
Esic Challan Generations as on Monthly Basis & Return Filling as per Half year
PF Return Filling as per Monthly Basis



Previous Employment:
	Employer
	DEEMAN EXIM

	Designation
	Accts Manager 

	Reporting to
	Managing Director

	Duration
	From 2nd June 2014 to 31st July 2015


About the Organization: -

DEEMAN EXIM has Trading & Fabric Export Company 
Enter accounting entries for Purchase, Sales, journal, Credit, Debit Note, Cash, Bank, Payable,  Receivable, Salary, Provision, Fixed Asset, Income, Expenses.

Maintain the records of all commercial transactions

Handling of Clients day to day petty cash/banking operations
Bank Reconciliation on daily basis & monitoring unrecognized entries.

Bank related work / documents handling, provide necessary documents/statements as & when required by Bank.
Co-ordinate/liaison with the bank for banking operations purpose, 
Taxations 

Monthly Sales Tax Reconciliations, & Quarterly Sales Tax Returns Preparations

Monthly Tds Reconciliations, Quarterly Tds Return Preparations & Filling of Tds Return

Present Employment:

	Employer
	WINGREENS FARMS PVT.LTD.

	Designation
	ACCOUNTS EXECUTIVE

	Reporting to
	ACCOUNTS MANAGER

	Duration
	From 1ST August 2015 


About the Organization: -

Wingreens Farms Pvt.Ltd. has FMCG Company 
Enter accounting entries for Purchase, Sales, journal, Credit, Debit Note, Cash, Bank, Payable,  Receivable, Salary, Provision, Fixed Asset, Income, Expenses.

Maintain the records of all commercial transactions

Handling of Clients day to day petty cash/banking operations
Bank Reconciliation on daily basis & monitoring unrecognized entries.

Bank related work / documents handling, provide necessary documents/statements as & when required by Bank.
Co-ordinate/liaison with the bank for banking operations purpose, 
Taxations 

Monthly Sales Tax Reconciliations, & Quarterly Sales Tax Returns Preparations

Monthly Tds Reconciliations, Quarterly Tds Return Preparations & Filling of Tds Return

Esic Challan Generations as on Monthly Basis & Return filling as per Half year

PF Return Filling as per Monthly Basis

Personal Information


Father Name
:
Sh.Zile Singh Gaur

Date of Birth
: 
21th Aug 1988
Gender

:
Male
Marital Status
:
Married


Educational Qualification


Passed 10th From Board Of School Education Haryana in March 2004.
Passed 12th From Board Of School Education Haryana in March 2007.
B.Com from Institute of Advanced Studies in Education Deemed University August. 2013
Computer Proficiencies


Proficient in MS office (word, excel, outlook,Internet), 
Tally 5.4,6.3,7.2,8.1 & Erp 9.0,Knowledge of Webtel Payroll,Webtel Tds,Tds Software Spectrum,
Languages Known


English, Hindi
Hobbies / Special Interests
Listing Music & Play Carom, Table Tennis  
Permanent Contact Details
Address

:
H.no.283, Gali no.4, Basai Enclave, Gurgaon
City

:
GURGAON-122001(Haryana)
Contact No.
:
+919540411414
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