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       OBJECTIVE:
To obtain a position and utilize my knowledge and skills that will enable me to use my strong organizational skills, educational background and ability to work well with people.

CAREER CONTOUR
With a total experience of 10 year in different Organisations and have proved my skills in delivering Customer Satisfaction, Training employees for different post, communicating and solving queries of the Customers.
· Maple Group -Pune ( Currently Working)

Job Profile: Account Executive.
RESPONSIBILITIES   













   
 





· Handling salary accounting and processing, Making Entry Sales bills, Purchase bills in Tally.

· Maintenance of day to day books of accounting with .Cash book/Bank book/ Sales Register
· Preparing Bank Reconciliation Statement in tally. Purchase book, Cash/ Bank Voucher Entry.
· Working with Internet i.e. Sending & Receiving E-mails
· Maintaining daily petty cash book & preparation of cash voucher in particular account head.

· Accounts receivables & Accounts payables
· Preparation and finalization of accounts

· Closing books of accounts, Interest calculations, Remuneration calculations, Bank reconciliation

· Depreciation calculations (as per Income Tax Act & Companies Act)

· Preparing formats for final accounts for use by all office staff as standard.

· Periodical review of books of accounts.

· Supporting managers in coordinating with fetching data and guiding executives to pass necessary book entries.

· Recording of Subvention entry of customers

· Providing TDS certificate to respective department so that they can provide the same to vendors.

· GRD Infraprojects Pvt. Ltd -Pune ( Nov-2014 to July-17)

Job Profile: Jr. Account Executive.
· Nirmitee Engineering Enteprises -Mumbai (February 2010 – May 2014)
  

Job Profile: Jr. Account Assistant cum Admin.
· Raj International (July 2009 to January 2010)


Job Profile: Account Assistant-Admin
EDUCATION
	Examination
	Board/University
	Year
	% Marks
	Class

	S.S.C.
	Maharashtra Board
	2004-2005
	57.80
	2nd  Class

	H.S.C.
	S.N.D.T. Collage
	2007-2008
	49.00
	2nd  Class

	B.A.
	Mumbai University
	2011-2012
	52.00
	2nd Class


ADDITIONAL QUALIFICATION
· MS-CIT (Maharashtra State Certificate Course in Information Technology) passed with  64 %

· Basic Knowledge Of Computer (MS Word, Excel, PowerPoint)

· Knowledge of TALLY 7.2 & ERP 9.0 version.

STRENGTHS:

· Hardworking, Intelligence and Self- Confidence. Have the ability to accomplish Task.

· Patience and possess good Interpersonal Skills.

· Possessing the capacity to cope with failures and trying to learn from past mistakes 

· System Oriented to handle any situation.

· Positive Approach
PERSONAL INFORMATION

Hobbies              
 :  Watching Movies, Surfing Internet, and listening to music.
Date of Birth
                 5th June 1983

Languages Known           English, Hindi, Marathi.

Marital Status                    married.

Nationality                         Indian.

DECLARATION
The above information is true to the best of my knowledge and belief.

        Date:
Place:  Pune





Sujata D. Shinde


