RESUME
      NISAR ISMAIL BAGWAN
 ADDRESS FOR COMMUNICATION:
 1/160 GOVERNMENT COLONY, NEAR SAMAJ MANDIR HALL, 
 BANDRA (EAST), MUMBAI – 400 051.
 PHONE:  9833583929
        EMAIL- nisarbagwan786@gmail.com
Career Objective
   To obtain an administrative position that utilizes my service operation experience to their full potential so as to achieve professional and personal growth along with the organization while being resourceful, innovative and flexible.
ACADEMIC QUALIFICATIONS:
	QUALIFICATION
	SCHOOL / COLLEGE
	BOARD
	CLASS

	T.Y.Bcom

	UNIVERSITY OF MUMBAI 


	Maharashtra 
	Second Class



	HSC
	CHETANA COLLEGE OF COMMERCE 


	Maharashtra
	Second Class

	SSC

	MAHATMA GANDHI VIDYAMANDIR 


	Maharashtra 
	Second Class


ADDITIONAL QUALIFICATIONS:
· Typing speed 30 words/minute.

Computer applications:
  1. MS – CIT 
  2. Tally 7.2, 9.0

  3. Internet DTP 11.0

Work Experience
· 14 year 
· EXPERIENCE:  Currently working with Goldmine Logistics (I) Pvt. Ltd Co. a Bulk Transport Company having 8 Branches – Mumbai, Delhi, Chennai, Bangalore, Hyderabad, Bhiwandi, Tarapur & Vapi as Accounts Assistant & Billing Manager since Last 12 Year
· PROFESSIONAL EXPERIENCE:
              CURRENT EMPLOYER:
              Organization: GOLDMINE LOGISTICS (INDIA) PVT LTD.
              Location: WADALA  

              Duration: Feb 2008 To Still Working

              JOB PROFILE: 
· BILLING TYPES:
· GOLDMINE LOGISTICS (INDIA) PVT .LTD.

· DASHIMESH OCTROI SERVICE

· OM SHANTI LOGISTICS SERVICE PVT. LTD.

     Ability of handling entire Computerized Branch Accounts mentioned below:

· TALLY 9 Releases: 2.11.  

· TRANSPORT MANAGEMENT SYATEM CUSTEM ERP SOFTWARE 

· LOZICS ENTERPRISE VERSION 2012.14.4 SOFTWARE

· WEBTRANS LOGISTICS SOFTWARE

·       BILLING REPRESENTATIVE 

· Responsible for accurate and timely billing of over 250 to 350 clients each month using ERP Webtrans Logistics Software.
· Handled invoice billing complaints and discrepancies, issuing credit memos.
· Reconciling customer Accounts / Ledger to ensure accurate and timely billing.
· Preparing Summary sheets, MIS Report.
· Follow up with Customers for Outstanding Balances periodically. 
· Day – to – Day follow up with Customers and Despatch Department for timely despatch of Material. 
· Handling and Co-ordination with Branch 
· Reconciling Branch Account, 
· Successfully analyzed client billing discrepancies, and appealed and collected payment of client short payments. 
·       Accounts Assistants 
· Handling All Branches

· Feeding payments & receipts vouchers accordingly
· Maintain Sales book 
· Debtors Analysis and Aging Analysis    
· Preparation of Parties MIS Reports for Pick-up and Delivery
· Filing work and clerical work etc.
· Communicating with all branches regarding queries 
· Preparing Bank & Cash payment / receipt vouchers 
· Collecting Data from Branches and Compiling into Report As per for Management needs

· Preparing Monthly Salary and Bonus  

· Bank Reconciliation & Tallying Cash Balances
· Calculation and Deduction of Tax Deducted at Source (TDS)

· PROFESSIONAL EXPERIENCE
           Employer: Newgen Software Ltd 
              Duration: Feb., 2007 till Dec., 2007

              JOB PROFILE: 
· Form Data Entries in Software
· Supervising Other Staff
· PROFESSIONAL EXPERIENCE
           Employer:  Chaturvedi & Shah (C.A.) Part time

              Duration: Jan., 2005 till Jan., 2007

              Job Title: Accounts Assistant cum Data Entries
             JOB PROFILE: 

· Preparing of Invoices
· Preparing Journal Voucher
· Preparing Sales Voucher
· Preparing Bank & Cash payment/receipt vouchers
· Updating all entries in Tally
· Handling daily Entries (Microsoft Excel & Word)
· Personal Details
· Date of Birth: 11th Sept 1987
· Nationality: Indian
· Gender: Male
· Marital Status: Married
· Languages Known: Hindi, Marathi and English
· Hobbies: Playing Cricket, Kabaddi
    PLACE: MUMBAI
    DATE:   






                                                                                                                               (NISAR ISMAIL BAGWAN)

