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ABRIDGEMENT

· A  Professional with over 15 years of qualitative experience in managing various aspects of Accounts & Finance in Various organizations.
· Presently working with KLRD Builders Pvt. Ltd. (Faridabad)

· Well versed with several accounting, stores, and management methods.
· Proficient in handling operations in compliance to rules & regulation laid by various Governing Bodies.
· Strong analytical & organizational abilities with adeptness in formulating accounting systems, preparing financial statements & managing Industry specific operations.
· Effective communication, organizational & interpersonal skills & possess expertise in working in highly competitive environments.
EMPLOYMENT SCAN

Since 25th October. 2011 to  10.10.2013 & again from 1.12.2015 to  Till 10.02.2017 Nova Publications & Printers Pvt. Ltd. Faridabad   (Sister Concern Evergreen (India)  limited)
Co. is Manufactures & Exporter  of Books 
 Worked As a Manager Accounts & Administration. 
Responsibilities 
 Accounts & Administration.
· Deal with various Govt. Department, 
· Internal Management.

· Responsible for ESI. PF compliances.
· Dealing With Various Govt. Department.
· Dr. & Cr. Reconciliations, Cash  Handling.

· Purchase Bill, Job work Bill Passing.

· Interact with Statutory Auditors .
Since 12.10.2013 to 30.11.2015  Ethical consulting Pvt. Ltd.(Gurgaon)
Worked as Assistant Manager (Accounts& Finance)
Co. Builder, real state developer , investment advisor.
.
· Handling the day by day Accounting , taking care of Accounting Standard and finance activities   .
· Responsible for branch accounting.& Maintains of accounts all.
· Monitoring cash flow, expenses budget.

· Account receivable & Payable management.

· Dealing With Various Govt. Department.

· Reconciliation of Bank Statement.

· Consolidation Of Books of Branches at group level profitability analysis for branches
· Responsible for handling branch reconciliation & bank reconciliation,
· Preparing & Finalization Of monthly , Quarterly, Half yearly & Annual Balance sheet.

· Taxation & Statutory compliances, Income tax, service tax, TDS, ROC Related Compliances.

· Internal audit of the Account of All Branches.

· Interact with Statutory Auditor .
Finance management.
Fund management & liaison with Banks Help in preparing CMA Data & project report.

Since 5th June.2006 to 10th Sept.2010, Ravissant Pvt. Ltd. (Sister concern Indian Handicrafts Limited) New Delhi

Worked as Assistant Manager (Accounts, Finance)
Co. Manufacturing of gift items & having retail show rooms.(Importer & Exporter )
· Responsibilities 
· Finance & Accounts
· Preparation of Cash Flow .
· Responsible for Handling Branch Reconciliation& Bank Reconciliation.
· Maintain Directors’20Cr. Portfolio with Various Stock Brokers.
· Monitoring & controlling of Accounting Functions including account receivables & payables.
· Generating of various MIS reports like Monthly Profit Flash, Budget and variance.

·  Helping in Scrutiny of Trial Balance & Finalization of Profit & Loss A/c,
·  Physical Inventory Management for Balance sheet.
· Roc Related Matter i.e. Charge Filling & Charge Satisfaction. Etc.
5th May, 1998’ to 4th June. 2006, M/S Busy Bee International. (Delhi)
As . Accounts Officer.
 Accounts & Taxation.

· Prepare Different Type of Voucher.

· Prepare Export Invoice & other Documents for Export Purpose

· Prepare Balance Sheet  & Profit & Loss Account.

· Deal with Various Suppliers.
· Administration Work  of The Company.
· Deal with various Govt. Authority, Custom. Excise. Promotional Councils Etc. 

ACADEMIC CREDENTIALS
· 10th From CBSE, New Delhi.
· 12th From Maharashtra Board (Pune).
· B.Com from- Agra University..
·  IT SKILLS

· Windows 98/2000/XP, MS- Office( Excel , Word ,)- Data -Shorting, Pivot Table, V lookup Etc, From NIIT. (Tally, 9 ERP, 7.2, 5.4),  

PERSONAL VITAE

Date of Birth

: 
02nd January, 1970.

Father’s name 

:
 Late. Capt. MP Singh 

Present Address

:
D-107, SGM Nagar Faridabad,



:
Haryana-121001.

Marital Status

:
Married.
Language Known

:
Hindi, English
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