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CAREER OBJECTIVE: To use my skills in the best possible way for achieving the Company’s goals

Synopsis

· A dynamic professional with over 12 years’ experience in Finance & Accounts, Taxation, Audit & Commercial Operations in Manufacturing & Service sectors. 

· Design and implementation of internal control systems and procedures

· Timely generation of MIS reports as per management requirements
Work Experience
Since 18th December 2014 
Associated as Clerk I - with a Hinduja Hospital and Medical research Centre – One of the Best Multispecialty Health Care Hospital in India. Reporting to the Director - Research.
Responsibilities:

· Budget feasibility of sponsor project to avoid any loss to principal investigator.

· Financial closure of sponsor project and ensure accurate payment to Principal investigator.

· Maintaining service tax record for timely payment. 
· Recording research fellow’s salary data & Keeping track on project wise term of Research personnal.
· Issue advance payments to principal investigators & keep track on the patient travel advances given to principal investigator 
· Implementation of internal process
· Translations.
· Accounting of Research Department sponsor / MRC Project.

· Issuing invoices and maintaining record of Fund received on monthly basis. 
· Keeping expense vas per individual project

· Closely monitoring expenses vis-a-vis budget with a view to cpntrol cost and highlight discrepencies.
Work Experience
From 17th October 2011 to 17th December 2014
Associated as Senior - Accounts executive with a GITANJALI LIFESTYLE LTD – Mumbai – One of the leading name in Gems, jewellery & apparel from last 40 years.  Reporting to the General Manager – Finance & Accounts & CFO.

Responsibilities:

· Accounting of Retails Showrooms (COCO) & Franchisee (FOCO).
· Monitoring day to day entries related to accounting of Bills / Invoices.
· Coordination & analysis of daily banking activities 
· Preparation and submission of daily/weekly/monthly MIS reports to the Management.
· Implementation of internal process.
· incentive working on sales targets and company launch schemes and finalising / co - ordinating with HR team for salary preparation.
· Closely monitoring expenses vis-à-vis budgets/forecast with a view to control costs and highlight discrepancies.
· Implemented a New Daily Sales report in work system. 
· Bank Reconciliation
· Handling Customer Based Schemes launch by Company 

· Statutory Compliance – Ensure proper deduction & timely payments of Service Tax, Provident Fund, Profession Tax, ESIC, VAT, Labour Welfare Tax etc. and submission of returns within due dates. 
· Ledger Scrutiny and Reconciliation of Debtors.

· Participate in all Statutory & internal Audits.
· GL reconciliation

From November 1, 2007 – 17th October 2011
Associated as Senior Accounts executive with a MNC JV Company TIMEZONE ENTERTAINMENT PVT LTD – Mumbai – a leading name in Gaming Industry. The Company also has a manufacturing unit at Taloja, reporting to the Assistant Manager – Finance & Accounts & CFO.
Responsibilities:

· Preparation and submission of daily/weekly/monthly MIS reports to the Management.
· Implementation of internal process.
· Project accounting and payments.
· Closely monitoring expenses vis-à-vis budgets/forecast with a view to control costs and highlight discrepancies.
· Monitoring day to day entries related to accounting of Bills / Invoices.
· Ensure deduction of TDS/ WCT/ESIC on bills proper rate.
· Fixed Asset module. 
· Online TDS Payment on Time. 

· Vendor Management (scheduling payments, reconciliation of accounts, balance confirmations.
· Preparation & Submission of TDS return before due date. 

· Statutory Compliance – Ensure proper deduction & timely payments of Service Tax, Provident Fund, Profession Tax, ESIC, VAT, Labour Welfare Tax etc. and submission of returns within due dates. 
· Foreign parties’ payment - remittance / Form 15 CA/ RTGS transfer form.

· Coordination & analysis of daily banking activities & vendor payment.

· Submitting foreign Bill of Entry to bank on time

· Bank Reconciliation, cheque printing on Tally and day to day accounting work.

· Ledger Scrutiny and Reconciliation of Debtors & Creditors.

· Participate in all Statutory & internal Audits.
· Daily checking & scrutinizing various documents like Clients invoice/bill, Petty Cash Voucher & other accounts related documents.  
· Assisting logistic department in clearance of shipment. 
· Assisting in Payroll activities.
Major Achievements: 

· Design of internal process
· Statutory payment always on time.
· Awarded as best punctual person.  
From 08th May 2007 – 30th October 2007

Associated as Account Assistant with Electropharma, Mumbai –  One of the leading manufacturer & exporter of pharmaceutical quality control lab equipment for R & D & Quality Control, reporting to HOD – Finance & Accounts. 
Responsibilities:

· Day to day accounting work to maintained & recorded.

· Scrutinizing / Booking of Bills / Invoices.
· Liasoning with Auditors
· Scrutiny of Creditors ledger, Reconciliation with party
· Ensure all statutory deduction obligations are met relating to payment / bill booking.
· Regularly maintaining and recording of bills in Tally.

· Preparation of Monthly Sales Tax details

· Preparation of Application for C – Form.

· Making records & reports for manager.

· Making foreign remittance

· Service Tax payment.

From 27th October 2004 to 07th May 2007 
Associated as Accounts Assistant with Nesco Limited, Mumbai – One of the largest exhibition center in Asia, Manufactures of heavy industrial goods and engaged in Realty business, reporting to Dy. Finance Manager.
· Maintain books of Accounts on Act Package (Version 8.0) & Tally 7.2 package

· Maintained all salary payroll on (Salary package)
· Preparing bank Guarantees. 
· Prepared & deducted various deduction like Provident Fund, ESIC and others

· Monthly preparation of Sales Tax details

· Ledger Scrutiny and Reconciliation of Debtors & Creditors

· Preparation & printing of cheques in Tally packages.
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