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ACCOUNTS MANAGEMENT PROFESSIONAL
Seeking a position in the organization that provides me ample opportunity to explore & excel in the industry while carving out the niche for personal, professional as well as organizational goals 



PROFILE

· Competent & diligent Accounts Professional offering exposure to all aspects of Accounts, Finance, Commercial Operations, Accounts Payable / Receivables, Budgeting, Taxation, Payroll, MIS Reporting, Statutory Compliance, Banking Transactions, and Team Management

· Demonstrated expertise in mobilizing and managing financial resources to meet company’s long and short-term financial needs managing Accounts Receivable and Payables, Sales Tax and Book Keeping
· Dexterity across handling and managing various accounting activities viz. bank reconciliation, account finalization, preparation of various reports, preparation of Financial Account Statement, Trial Balance, Profit & Loss Account. 

· Expertise in managing entire administrative activities relating to Travel arrangements, accounting of office bills, correspondence, filing, issue of office orders, assisting in making of commercial proposals, tender documents etc.



PROFESSIONAL EXPERIENCE

Vinci Industrial Corporation                                                                                                                                                since January 2015
Assistant Accounts Executive
· Meticulously managing diverse accounting functions including preparation of vouchers and error-free entries, Daily Cash & Bank Book, Banking functions, Bank Reconciliation and follow-up with Debtors and Vendor Billing , Preparation of Cheques

· Involved in preparation of bank reconciliation statements on periodical basis and assisting in finalization of the accounts

· Preparing Cash Book, Ledger, Journal Register, Purchases & sales registers and any other subsidiary books & statement required and independently finalizing Trading and Profit & Loss Account and Balance Sheet

· Preparing funds flow and cash flow statements to monitor the inflow & outflow of funds and ensure optimum utilization of available funds to accomplish organizational goals

· Preparing month wise Sundry Creditors & Debtors Statement while verifying bills, vouchers, statements, stores records etc.

· Supervising taxation operations for estimating Sales Tax, VAT, TDS, Assist in Income Tax, Payroll,  and deposit the same within respective due dates. 

· Handling the entire Financial Transactions including reconciliation of Accounts.
· Receiving Contractors/ Suppliers RA bill/ Final Bill as per submission procedure and checking all supporting document. 

SIBCO OVERSEAS PVT. LTD.







August 2013 – December 2014
(Assistant Accounts Executive)
INVESTORZ KLUB                                                                                                                                                         February 2012 – July 2013

Marketing cum Relationship Officer

M/S SIMPLEX INFRASTRUCTURES LIMITED                                                                                          December 2010 – January 2012

Management Trainee

EDUCATIONAL CREDENTIALS

MBA (Finance, Marketing), Eastern Institute For Integrated Learning In Management (EIILM)  - 65%

B.Com 2008; Calcutta University, 57%
Class XII 2005; W.B.C.H.S.E, 58%
Class X 2003; W.B.B.S.E, 75%
Technical Skills; MS Office, Windows, Tally & Internet Application


References: Available on Request

