
Jitender Sharma
Mobile: +91 9868147626, E Mail:jeetujit@gmail.com
Address: 257, Janta Flats, G.T.B. Enclave, Dilshad Garden, Delhi-110093, India

To work for the organization to the best of my knowledge, ability and skills delivering above expectations and gaining deeper knowledge and exposure that enhances my professional skills as well.

Professional Profile

· A dynamic professional with 9 years of experience in Finance, Accounting, Planning & Operations.

Areas of Expertise 
						
· Reconciliations
· General Accounting
· Treasury Management
· Basic Knowledge of TDS & GST

Experience Details
[bookmark: _GoBack]MATRIX CELLULAR INT. SERVICES LTD.			                     Apr 2014 – Till Date
Matrix is a leading provider of International Telecom Solutions to Indians travelling abroad. The services of Matrix include International SIM, Internet Packs for Smart phones, Laptops, iPad/Tablets, International Travel Insurance, Air Tickets, Travel Companion Apps, Visa Services and Forex Cards.
www.matrix.in

Key Deliverables –Finance & Accounts – Sr. Executive

· Developing and ensuring adequate Controls in Bank Reconciliation Statements.
· Merchant Accounts Reconciliations (Paytm , Mobikwik & Payu Money)
· Reconciles report discrepancies and problems according to company procedures.
· Invoicing & Month end entries in financial system as per company norms.
· Preparation of MIS Reports to provide aid to strategic & tactical decisions of management.
· Treasury Management and preparation of fund flow statement.
· Reviewing and managing investments of the Company in FDRs.
· Preparing Daily Cheques Bouncing Report.
· Regular correspondence with other Branches regarding controlling of Petty Cash, Bank balances & BRS
· Calculation of Interest on Cash Credit (CC)
· Online Payments for TDS & GST and Internal Fund Transfer

SHYAM INDUS POWER SOLUTIONS PVT. LTD. 			          Jul 2012 – Apr 2014
SHYAM INDUS POWER SOLUTIONS PVT. LTD. (SIPS), is a project engineering, procurement, & Construction Company established in June 2004 with head office in New Delhi. It is presently engaged in the execution of power distribution. The projects consist of procurement of accessories such as conductors, transformers, insulators, hardware accessories etc., construction, execution of civil work, laying of cables, installation of transformers.
www.shyamindus.com

Key Deliverables– Accounts Executive

· Verify invoices with PO’s, handover for payments
· AP Reconciliations & Journal Entries in month end closing
· Bank Reconciliations (Monthly Basis)
· Payment of Imprest Accounts against Employee’s Claim
· Maintaining Day book 
· Maintaining Vendor Books for Audit work requirement
· Responsible for handling Accounts Payment process

GKC MANAGEMENT SERVICES PVT LTD	                                          Oct 2011 - Jul 2012
GKC Management Services Pvt. Ltd (GKCM) has been rendering financial services to varied clients since 1982. The company offer corporate advisory services, HR solutions like outsourcing of payroll, TDS etc. to the end needs of the clients and consulting services that are in exact accordance with the client requirements. 
www.gkcm.co.in

Key Deliverables – PF & Accounts Executive

· Workout for our client for their end to end compliances needs and solutions through all phases of life cycle of an employee.
· Coordinating & resolving queries of clients and their different regional offices regarding PF related queries.
· Responsible for handling Payable & Receivable Fund, reconciliation of Funds and liaising between clients.
· Handling bank reconciliation.
· Maintaining accounts in Tally and record every transaction in MIS. 
· Regular coordination and liaison with different PF offices located in Delhi / NCR region. 
· Involved in PF calculation, depositing, withdrawal of PF, other compliances and queries related.

KPMC & ASSOCIATES							          Jan 2010 - Jun 2011
KPMC established in year 1990 is a leading chartered accountancy firm rendering comprehensive professional services which include audit, management consultancy, tax consultancy, accounting services, manpower management, secretarial services etc.
www.kpmc.in

Key Deliverables– Accounts Assistant

· Responsible for general day to day accounting activities.
· Computerized book keeping on Tally 7.2.
· Bank Reconciliation.
· Dealing with Petty cash handling & Cash transactions
· Data checking, uploading and updating.
· Preparing daily reports, MIS.

Education Qualification

· M.B.A. (Finance) passed out in Sep. 2011 from Sikkim Manipal University (S.M.U.)

· Bachelor of Commerce from University of Delhi, 2008.

· 12th passed out (2004) from C.B.S.E. BOARD

· 10th passed out (2002) from C.B.S.E. BOARD

Personal Information

Father’s Name		:  Rajpal Sharma
Date of Birth		: 17 November, 1985
Sex			: Male
Marital Status		: Married
Languages known	: English & Hindi	
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