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MS. GURUCHARAN KAUR

Career Goal:- To give in and contribute the skills and education that I have acquired into a challenging and tough financial situation in order to achieve the desired result.
QUALIFICATION 
Academic    
:-  Commerce Graduate from Delhi University.
                        :-  MBA (Operation Management) Meroth University 
Professional
:-  N.T.T. from R.G. Polytech, NIC Kirti Nagar.

:-  Diploma in Telephone Operator Training from M.T.N.L. Institute, Mukherjee    

    Nagar, New Delhi.

Work Experience:- 
32 Years

M/s Himachal Tin Printers Pvt. Ltd. :-A unit of Narula group of companies under the brand name of FUJI BOND,  an ISO 900- (2000 Series) certified, a Leading Manufacturer and suppliers of Aluminium Composite Panels and Tin Containers of India catering to the reputed companies like DMRC, Asian Paints, Shri Ram Pistons and Rings India Ltd, Goetze India Ltd. etc.
· Engaged with the company since 1994 employed as Plant Head. Presently working as part time employee handling – Accounts and mislaneous works from home.  
Job Profile:-
Accounts:-

· Managing a team of five accounts staff in the day to day accounting process.

· Formed new accounting units in all four units of the company.

· Managing financial department with responsibility for Budgets, Forecasting, Payroll Payable and Receivable, Budget and Forecast for the Management group.

· Preparing company accounts and Tax returns for audit, ESI-PF and handling audit with the concerned department.

· Coordinating monthly payroll functions for 200+ employees

· Liasoning with Bankers, Insurers and Solicitors regarding transactions.

· Maintaining the complete record of ISO and auditing with concerned company.
· Preparing annual company accounts and reports.
· Preparing fortnight Profit & Loss account for all units.
· Administering online banking functions

· Monitoring and recording company expenses
· Preparing Monthly Sales/ Purchase reports.
· Costing of the products. 
Admin./H.R. Profile:-

· Direct interaction with Chairman and Directors of the company.

· Performing General office duties and administration tasks.
· Making arrangements for conducting interview for different posts, and co-ordinating with different placements agencies.
· All Bills processing (Telephone, Electricity, Credit Cards, Conveyance, Factory/ Office Premises Maintenance etc.)  
· Maintaining Telephone bill record of entire staff.

· Processing the documents & bills for the remittance of expenses incurred at various offices and tours by the Chairman and Directors. 
· Managing petty cash for office expenses (Stationary, Pantry, Courier, etc.)  

· Managed internal and external mail functions

· Managing Correspondence independently, Emails and other internet operations.

· Processing of all outgoing communication in the form of e-mails, letters, circulars, inter-office memos, or other forms of communication
Marketing Profile:-

· Client Interaction-Meeting and solving their Queries.

· Co-ordination in after Sales Follow-up for the payments.

· Co-ordination with Buyers regarding dispatch and receipt of the material.

· Co-ordination with different Banks regarding Business Loans.

· Schedule client appointments and maintain up-to-date confidential client files.

· Preparing Production Planning schedules.
· Procurement of Raw Material
Production:-
· Production Planning, Processing and Dispatch

· Independently handled the Plant of Tin containers flexible packaging & Laminates

Other Jobs (1986 to 1989 – 1991-94)
· Worked as Sr. Front Desk Executive with M/s Cine Sales for three years.
· Worked as Nursery Teacher with Jain Montessori School, J. Puri, New Delhi.

· Worked as Nursery Teacher with D.A.V. Public School, Shalimar Bagh, New Delhi.

Computer Skills:-
OPERATING SYSTEMS
:
WINDOWS XP

ACCOUNTS PACKAGE
:
Tally 5.4/7.2/9.2

OTHER
:
Ms-Office (Word, Excel, Power Point) 

Typing Speed

:
Highest  
Other Activities:
· Visited Russia for studies in Russian Language course for 1.5 years in 1989-90

· First Aid course during the Teacher Training. 
Personal Details:-

Father’s Name


:
Late S. Darshan Singh

Date of Birth


:
26-05-1969

Married Status


:
Unmarried

Last Salary Drawn

:
5.0 Lac Per Annum + Incentive
Salary Expected

:
Negotiable
Place:…………………

                                                                                
(GURCHARAN KAUR)

Date:………………….
