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                 A-158, Gali No. 5, 

                 Mahavir Enclave,
                 Part – II,  
                 New Delhi -110 058
                 Mobile: 7827363675, 9582736579
                 E-mail ID :       

                      vivekjoshi1978@gmail.com
 


Application for the post of ACCOUNTANT / ACCOUNTS OFFICER

CAREER OBJECTIVE 

To establish myself as a professional in a well-established organization, where I could 

translate my learning and potential for organizational gains, which shall certainly enhance my professional growth. 

JOB PROFILE.  

a). Bhatgwat Gupta & Co. Chartered Accountants, Karol Bagh, New Delhi as an Accounts Trainee from November 1998 to June 2001. 

b).Orient Craft Limited (A Largest Manufacturer & Exporter of Garments & Home furnishing Items) at Gurgaon, Haryana as an Account Assistant from July 2001 to August’2007. 

c}. Jindal Polyfilms Ltd, Vasant Kunj , New Delhi as an Accountant from September’2007 to May’2012.

d) Active India Holidays Pvt. Ltd. at Janakpuri, New Delhi as Accounts Officer from June 2012 to February’2019.
e) Presently working with Culture Holidays India Pvt. Ltd., Karol Bagh, New Delhi as Sr. Account Executive since March 2019.

Job responsibilities are:- 

 Handling day to day Accounting job

 Preparation of Invoices for Clients  
 Checking & Passing of Bills.

 Handling all Work related to TDS and GST
 Maintaining Books of accounts as a whole

 Working in Accounting Software i.e Tally.ERP9,
 Reconciliation of Banks, Parties Account & Interunit.

 Maintaining ROC records of the Company

 Preparation of Cheque / DD Etc. for Payment of Parties & Other Govt. dues.
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 Preparing Salary, Bonus, Other Benefits to Employee
 Ledger Scrutiny.

 Liasoning with Statutory & Internal Auditors
 Maintain Records of forms.

 Filing of Quarterly Returns

 Preparation for Yearly Assessment.

ACADEMIC QUALIFICATIONS: 

-  Graduation [B.Com]. From Delhi University, India. 

-  Pre-degree. [10 + 2 CBSE from Kendriya Vidyalaya, Janakpuri, New Delhi , India

-  Matriculation from Kendriya Vidyalaya, Janakpuri, New Delhi , India 
Computer Proficiency 

Excellent computer skills in Tally ERP, MS Excel, MS Word, MS Office, Internet etc. with good typing skill. 

PERSONAL DETAILS. 

Father's Name    

:
Late Sh. K.D.Joshi


Age & Date of Birth.   
:
41, 18th July, 1978


 

Sex 



:
Male





Marital Status

:
Married

 
Nationality  


:
Indian 
Languages Known 
:
Hindi, English  
Salary Expected 

:
Negotiable 

Nature 

 
:
Hard Working & Positive Thinking 

Competencies :

· Strong desire to work until the achievement of goal & to learn new things

· Timely & proper completion of work assigned.

· Efficient Planning for working on Priority & Urgency schedule

· Proper attention to guidelines & steps guided by seniors.

· A quick learner with keen analytical skills to think independently

· Self-Starters, Self-Motivated, result oriented and quick learner and teamwork

DECLARATION. 

I herby declared that the above furnished details are true to the best of my knowledge and I am definite that if I have given a chance in your firm I will work hard with dedication and concentration. 

Place 
 
:
New Delhi  

Date

:

 (Vivek Joshi)                                                                    
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