CURRICULUM –VITAE
KAPIL KUMAR
E-mail: kapil2013lifecare@gmail.com;  kapilkumar_singh2007@yahoo.co.in

Mob no.: 09411460431

Carrier Objective: 
To learn and give in a professional organization by demonstrating may talent and passionate commitment towards work. I’ll always be ready for accepting challenging assignment and produce best outputs.

Educational Qualification: 
· High School passed in 2000 with 2nd Division from “Board of High School and Intermediate Education Uttar Pradesh” 

· Intermediate passed in 2002 with 2nd Division from “Board of High School and Intermediate Education Uttar Pradesh” 

· B.com passed in 2005 with 2nd Division from “Chaudhary Charan Singh University, Meerut”

Computer  Skills:
· Seven Months & Three Month Manually a Certification Course “Tally Financial Accounting Certification” (Tally 9 Release 2.13 & Tally 5.4, 7.2) from Agarwal Institute of Professional Accounting - A. I. P. A. Tally Academy (An Authorized Franchisee of Tally Solutions Pvt. Ltd) in Hapur.
· One-Year Computer Diploma in Information Technology from Uttar Pradesh Development System Corporation Ltd, Lucknow (UPDESCO - A Govt. of U.P. Undertaking)  
· Good Typing Speed 20 w. p. m in Hindi and 40 w. p. m in English.
· Office Packages:  MS Word, MS Power Point, MS Outlook Express.

· Sound Knowledge in Spreadsheet MS EXCEL - Pivot tables & V look up

· Working in SAP ERP. Accounting Software: SAP FICO, Tally 9.2 ERP and 7.2.(Previous Company)

· Oracle Accounting Software (Current Company)
Work Experience:
Presently working as an “Junior Assistant (Fin.& Acc.)” in Ramagundam Fertilizers And Chemicals Limited (RFCL). RFCL is a Joint Venture between National Fertilizers Limited (NFL), Engineers India Limited (EIL) and Fertilizer Corporation of India (FCIL)) through Aarvi Encon Ltd, in 4, Mohta Building, 4TH Floor, Bhikaji Cama Place, new Delhi from February 21st, 2017 to till now. 
· Handling Accounts payable & receivable (Contract, Import, Purchase Order, MRR.)
· Invoice processing (Purchase, Sales, Transportation, Services, Misc.)
· Managed Statuary Compliance EPF Payroll.

· Vendor Payment through RTGS, NEFT & Cheques

· Coordinating with the Banks for Payments releasing

· Prepare GST-TDS Detail & Upload on GST-TDS Portal
· Prepare Sales Invoice GST Detail & Upload on GST Portal
· Reconciliation of ledger with vendor.

Worked Experience as an “Accounts Assistant” in HLL Infra Tech Services Ltd (HITES) (100% Subsidiary of HLL Lifecare Ltd-a Govt. of India Enterprise) in B-14A, Sector-62, Noida from January 21st, 2015 to February 20th, 2017






And

Worked Experience as an “Accounts Assistant” in HLL Lifecare Ltd (A Govt. of India Enterprise) in B-14A, Sector-62, Noida from March 1st, 2012 to January 20th, 2015.

· Handling Accounts payable & receivable (Contract & Purchase Order)
· Invoice processing (Purchase, Sales, Transportation, Services, Misc.)
· Vendor Payment through RTGS, NEFT & Cheques

· Ministry Fund Adjustment.

· Prepare Service Tax & TDS Report in MS Excel Sheet.

· Preparation of Bank Reconciliation Statement Daily Basis.

· Accounting of all the payments made to vendor

· Reconciliation of ledger with vendor

· Issuing of Debit note & Credit note to vendor & customer

Worked experience as an “Accounts Assistant” in IPAN Hill & Knowlton (A Unit of HTA- Hindustan Thompson Associates Pvt. Ltd) in DLF Cyber City, Floor No. 2, Tower 9B, DLF Phase III, Gurgaon - 122002 from December 08, 2008 to February 29, 2012.  IPAN is into the business of providing corporate public relation services.
· Handling Accounts payable & receivable

· Invoice processing (Purchase, Sales, Services, Misc.)
· Vendor Payment through RTGS, Cheque & NEFT.
· Bank Reconciliation on daily basis.

· Vendors Reconciliation, Co-ordinate with Vendors

· Prepare Service Tax & TDS Report in MS Excel Sheet.

· Create New Job Codes for Out of Pocket Expenses (OPEs) and Job Code Closed after activity in Accounting Software (ERP Based).
Worked experience as a “Personal Assistant” in “Broadcast Engineering Consultants India Ltd (BECIL- A Govt. of India Enterprise)” at Noida from December 13, 2006 to December 05, 2008.  BECIL is a consulting agency, system integrator and turnkey solution provider in the field of Broadcast Engineering.
· Bids/Tender Open, Prepare Comparative Statement, Place Purchase Order

· Preparing Status Reports in MS Excel.

· Send / Receive of E-Mails

· T.A. Bill & Conveyance Bill checking as per Tour Policy
· Patty Cash & Routine Work of Bank. 
Personal Memorandum:
Father’s Name 


:
Shri Ram Pal Singh.
Date of Birth


:
July 10th, 1983

 Correspondence Address

:
House No. 1766, Near Ram Leela Ground,






Lajjapuri, Hapur – 245101 (UP) 

Preference Job Location

:
Delhi & Delhi NCR 
Declaration:
I, hereby declare that the above-mentioned details are true and correct to the best of my knowledge and faith.
Place:  Hapur
Date:  
(Kapil Kumar)
