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                                            Mobile:  + 91- 98700 83853



                                                 E-Mail: aaratidhuri@gmail.com
Objective

· Seeking a challenging position to utilize my knowledge & skills.

· Ambitious to join a company that is driven by excellence and promotes professional development.

Strengths 
· Able to adapt quickly to new concept and ideas.
· Ability to work under pressure.
· Self-Motivated, able to work independently and set personal goals.
Education Details

	Examination
	Year Of Passing
	School/College
	Board/University
	Class

	B.A.F.
(Bachelor of Accounting & Finance)
	2011
	M. L. Dahanukar College

(Vile Parle East)
	Mumbai

University
	Distinction

(81%)

	H.S.C.
	2008
	M. L. Dahanukar College 

(Vile Parle East)
	Mumbai

University
	Distinction (78.67%)

	S.S.C.
	2006
	Mahatma Gandhi Vidyamandir

(Bandra East)
	Maharashtra State Board
	Distinction (81.73%)


Additional Qualification

· Certificate Course Completion in Information Technology (MS-CIT).
· Certification in TALLY ERP 9.

· Diploma in Career Foundation Course.
· Typing in English at 30 & 40 w.p.m.
Work Experience  
1. Company Name
:-
Cleartrip Pvt Ltd (From September 2016 – January 2020)
·  Department

:-
Working as Sr. Finance Executive (Hotel Team).
Work Profile:

· Entries in Navision Software (ERP Module):

· Receipts & Payment entries of Hotels.
· Checking Loss tracker and passing necessary entries.

· Adjustment entries of Pay at Hotel Commission with Prepaid Booking.

· Preparing Sales & Purchase Invoices & Credit Notes.
· Resolving Booking Id’s Error Log in System.

· Updating GST No., Bank details and Booking Status in System.
· Vendor Creation in system.
· Preparing Sales MIS File & Refund MIS File for Payments to Hotels on daily basis.

· Preparation of payment file & making Vendor Payments on daily basis.

· Handlings Help Desk & Queries from Hotels.
· Sending Follow up Mails for pending Commission & recovery from hotels on weekly basis.

· Preparing Commission Adjustment file.

· Preparing Invoices in Excel for Hotels on Monthly basis.

· Bank Reconciliation.

· Customer & Vendor Reconciliation.
· Loss Tracker Reconciliation.

· Assist in Month end closing activities.
2. Company Name
:-
Odati Adventures Pvt Ltd (From July 2014 – August 2016)
·  Department

:-
Working as Account Assistant in department of Accounts.
Work Profile:

· Handling Day to Day Accounts & Admin related activities.

· Preparing Salary for Staff & Trip Allowances for Trip Leaders.

· Accounting entries of Receipt, Payment, Service Tax, TDS etc. in Tally ERP 9. 

· Bank Reconciliation in Tally ERP 9. 

· Maintaining Bank & Cash Transactions & Petty Cash Book.

· Maintaining Revenue Statement, Expense Sheets & Statistic Report of all Trips.

· Preparing Service Tax Statement & TDS Statement at end of every Month.

· Make online payment of Service Tax & TDS. 

· Preparing statement for Service Tax Return & TDS Return. 

· Preparing Invoices & Handling Billing & Accounts Receivable related activities.

· Handling Payments of Vendors & all Accounts Payable related activities.

· Assisting Senior with Month End closing activities.

· Maintaining Vendor Database & Client Database. 

· Assisting Senior with preparing Pricing sheets for the Trip.

· Preparing Itinerary of Small Trips.
· Preparing Trip Documents.

· Entering New Fixed Departure Trips & Trip related details in back end of Website.

· Entering all Enquiries of customers in ENQMS (Enquiry Management System).

· Solving Customer query regarding Trips & arranging Private Departures of Trips.

· Auditing & Maintaining Medical Kit.
3. Company Name
:-     
Tops Security Ltd. (From June 2012 – April 2014)
· Department      

:-  
Worked as Executive (Billing & Operation)           
Work Profile:

· Entries in J. D. Edward Software :
· H R Entry of Guards.

· Time & Attendance Entry. 
· Making Purchase Order and Purchase Requisition.
· Preparing Clients Actual Bill.

· Sales Entry.

· Collection Entry.

· Preparing Clients Manual Bill in Excel.
· Preparation of Sales Summery in Excel.
· Preparing Wages of Guards.

· Monitoring salary details of the staff. 
· Making DCR (Daily Collection Report).
4. Company Name
:-     Permatech Concrete Solutions (From December 2011 – May 2012)
· Department      

:-     Worked as Account Assistant in department of Accounts.
Work Profile:   
· Handling Day To Day Accounts. 
· Preparing Wages for Labours.

· Preparing Salary for Staff.

· Preparing Quotations & Bills in Excel

· Preparing Invoices, Challans in Software.

· Accounting entries of Purchase, Sales, Receipt, Payment, etc. in Tally ERP 9.
· Bank Reconciliation in Tally.
5. Company Name
:-     
Pathak Consultancy (From April 2009 – June 2009)
· Department      
:-
Worked as Account Trainee
Work Profile:

· Handling Day To Day Accounts.
· Accounting entries of Purchase, Sales, Receipt, Payment, etc. In Tally ERP 9.
· Bank Reconciliation in Tally.
Personal Details 
DOB




: -
 15th February 1990
Permanent Address 


: -
 4/2, Hafiz Mohammad Farukh Chawl,

 

 Near Shani Mandir, Meghwadi,

 Jogeshwari East, Mumbai- 400 060

Marital Status      

 : -        
 Married
Husband Name

 : -
 Prathamesh Ramesh Ghadi
Nationality                

 : -       
 Indian

Languages Known                 

 : -    
 English, Marathi & Hindi
Hobbies

: -
Reading, Listening to Songs & Chatting with Friends
I hereby affirm that the information in this document is accurate and true to the best of my knowledge.

Date: 
Place:      Mumbai                        



     

   





       (Aarati Arun Dhuri)                                                                                                                                                                                                                 
