Manoj Kumar
Phone: +919560899654
E-Mail:manojkumar31078@gmail.com
Job Objective 
Hard working and self oriented with good account experience will enhance my professional activities during my job.
Current Organizational Experience

MVL LIMITED   Mar 2010 to Till Date    

Current Industry 
: Real Estate
Current Functional Area
: Accounts/Finance 
Designation   - Sr. Accounts –Executive

  Job Profile 
· Ledger, Inventory Control, Cash Flow and Fund Flow. 

· Checking Conveyance and Travel bills and process for payment.

· Checking Telephone and Expenses bill and process for payment
· Monitoring of Day account, preparation of Bank Reconciliation Statement.

· Handling Commercial Project.

· Collection due & Balance, Reminder Letters, Final Notice & Cancellation Letters.

· Maintaining APR, CLP, DP and TLP record.

· Process Assured Return monthly basis.

· Project Inventory, MIS Report to Management.

· Preparing Salary of employees.
· Preparing Salary transfer Sheet of employees.

· Handling Banking related work.
· Reconciliation of Bank and Cash Book.

· Maintaining Cash & Bank Balance
· Depositing of Collection cheque and maintained bank position.

· Checking & Sending of Email, Sending Payment reminders and follow-ups.
· Project Inventory, MIS Report to Management.
Previous Summary

Intouch Marketing at the post of Executive Accounts Since Sep 2006 to Mar 2010.
ROLES & RESPONSIBILITY:
· Banking, funds management, petty cash.

· Timely submission of all statutory returns.
· MIS Report to Management.

· Preparing Salary Sheet for the employees.

· Reconciliation of bank and cash book.

· Maintaining Cash & Bank Balance
· Depositing of TDS, Issuance of TDS Certificate.
Computer skills
· Knowledge about MS-OFFICE, Photoshop, Coral, Flash, Dreamweaver etc.
· Knowledge about Language C++, Tally 4.5/ 5.4/ 6.3/ 7.2, ERP
· Knowledge about Web Designing HTML.
· Knowledge about Software installation & Internet
Educational Qualification
· B.Com IS from Sikkim Manipal University
                                                      Technical Skill
· Operating System (DOS, Windows, Windows NT)

· MS Office (Word, Excel, PowerPoint)
· Real Estate Software (Pinga)

· Financial Accounting (Tally)

· Web Design (Photoshop, Coral, Illustrator, Flash, Dreamweaver, Frontpage etc.

· Language (C, C++)

· Database (Access, Oracle)

Linguistic Skills: 
· English, 


· Hindi
Personal Details

Permanent Address
:
G-82, Sangam Vihar, New Delhi - 110062 
Date of Birth

:
03rd October, 1975
Nationality               :         Indian
Status                     :         Married

Hobbies                   :         Reading, Playing & Video game.

Strength                  :         Since a hard working & positive thinking. 
Declaration

· The entire particular given above true to the best of my knowledge & Belief and I assure that if given a chance to serve in your esteemed organization, I will not leave any stone unturned.

Date: ……………………..

Place: …………………….                                                                               (MANOJ KUMAR) 
