
	


MANOJ KUMAR TOTLA
Address – 4346, Nathmal Ji Ka Chowk
                  Johari Bazar, Jaipur-302003         

Contact No.:- 9928928530
E-mail Address – totlamanoj.1988@gmail.com                                                                                                                   


CAREER OBJECTIVE
To obtain a challenging career, seeking a position in the corporate world where my skills, abilities and talent could be used in right direction and up to full potential, leading to my
professional growth, thereby the growth of organization I work with.
ACADEMIC PROFILE
· Master of Commerce (M.com) From Rajasthan University In 2010
· Bachelor of Commerce (B.com) from Commerce Collage , (Rajasthan University) in 2008 with 53.55%.
· Intermediate Commerce (10+2) from Board of Secondary Education, (Rajasthan) in 2005 with 64.55%
COMPUTER SKILL

· Accustomed to working on Jaguar complete software for NBFC.

· Accustomed to working in a Computerized LAN enabled Environment.

· Capable to work at MS-WORD, MS-POWERPOINT, Advance MS-EXCEL.

· Capable to work on Tally ERP9.(GST)
· Capable to work on IDS, Busy Software, Compu TDS.
WORK EXPERIENCE
(A)  Since 2013- Till Date experience in URBAN LIVING FINANCE INDIA LTD.  
As Finance and Accounts Head
Key Responsibility:
· Raising funds from banks and NBFC’s

· Managing ALM of the company.

· Preparation of Budgets for the company.

· Preparing Management MIS i.e. portfolio analysis, pos reports, aging schedules etc.

· RBI compliance i.e. filling of returns in COSMOS, regular follow-ups and representation before RBI etc.

· Representation before Income tax for regular assessments, Service Tax department, ESI & PF and any other government departments.

· Coordination of with CIBIL as CIBIL Nodel officer.  

· Coordination of with FIU-IND as FIU-IND Nodel officer.

· Finalization of Books of account on quarterly basis.

· Finalization of other statuary compliances i.e. GST Returns, TDS Returns, ESI, PF, KYC etc.
(B) Two year experience in TAPAN MARKETING SERVICES.  As Sr. Accountant.
Key Responsibility: 
· Prepare the cash book & ledger on daily basis
· Conceal the Cash & Bank Balance.
· Prepare Salary of Staff .

· Keep Record of ESI/PF.

· Prepare Expense Voucher make Entry in system.
· Co-ordination with auditors for finalization of accounts.
· Prepare ST Returns, TDS Returns., VAT Returns
STRENGTH
· Flexible and dedication
· Team Leader
· Punctuality
· Good communication skills
AREA OF INTREREST & SPECIALIZATION
· Computer Programming
· Banking services
· Operations
· Finance  (Data Analysis)

LANGUAGE COMMAND
· English 
· Hindi
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MANOJ KUMAR TOTLA
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KAILASH CHAND TOTLA
Date of Birth


22-Feb.-1988
Gender   


Male

Marital Status


Married
Languages Known

English, Hindi

Nationality


Indian
Regional                                          Hindu
DECLARATION
I hereby declare that the information furnished above is true to the best of my knowledge and belief     
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