Shailendra K. Tamse

203/II, Mohini Aprt, Opp. Monalisa Hotel, Katrap Road, Badlapur  [East], Dist. Thane-421503 

+919322293024  ** shailendra.tamse@gmail.com
Shailendra K. Tamse

Page 2 of 3

CAREER OBJECTIVES :

Seeking an Accounts / Administration position in organization where I can use my  skills in the best possible way for achieving the  goal.
PROFESSIONAL SYNOPSIS 

Current Job Profile:
Lifecare Diagnostic & Research Center Pvt. Ltd – Main center Lokhandawala (Andheri)     

        Junior Accounts Executive – September 2019 to Till date : Accounting job- Passing journal, contra, purchase, sales, payment  entries & Cheque printing, reconciliation  work etc.   And per day cash/cheque deposit, Bank reconciliation job for fund calculations work.   All work in Tally ERP9 software.
Previous Job Profile:

Sahara India pariwar - Mumbai
(i.e. Group of companies ----Sahara India Financial Corporation Ltd (NBFC), Sahara India Commercial Corporation Ltd,  Sahara India Real Estate Corporation (SRIECL),  Sahara India Housing Investment Corporation Ltd (SHICL),  Sahara Star Multipurpose  Credit Co-op. Society Ltd,  Sahara E-Multipurpose Credit Co-op. Society Ltd,   Sahara Credit Co-op. Society Ltd,).  
25 Years service (July 1995 – June 2019).   Junior Executive (Computer Officer) 
1. AUDIT STAFF – Working period August 2017 to June 2019 – Internal audit work of company. Visit the service center for physical check cash, petty cash , Bank reconcile entries  &   reconciliation of funds.  Checking KYC/ID proof of new account opening forms & depositor’s payment vouchers.  Checking necessary debit/ credit entries in books of accounts.
2. REGION MUMBAI OFFICE ADMIN SUPORTING STAFF – Working period January 2017 to July 2017- Generate report as per demand of senior officer and higher offices.  Letter/correspondence of higher offices & fund monitor. Resolve issues of branch software / work related problems.  Compile per day business receiving report of 21 branch/ franchise.    Handling of cash, bank a/c & petty cash of admin office. 
3. SECTOR INCHARGE – Working period August 2003 to December 2016 – Controlling of seven branch/franchise admin related Work.  Petty cash check & allow for branch’s.   Death related claim work.   Letter correspondence related to staffs HRD & other work.   Uncertain visit for branch/franchise.  Installation of company provided Software & updating.   Give reply of mail received from companies. If any related mail to other offices same forwarded to concern offices.  
4. CASHIER - Working period July 1995 to July 2003 – Cash/Cheque receiving and Payment work. Before new depositors account open check KYC & other documents pass the necessary debit/credit entries in books of accounts.  Regular cash/ cheque  deposit work in bank & prepare bank reconciliation statement at the end of month manual / system softwares.   Handling petty cash and bills settlement work.
Earlier Job Profile:  

· SAI PLASTIC ASSOCIATES KUNDIAM, GOA: Quality controller and Production in charge 2 month.

PROFESSIONAL SKILL:

Accounting & Computer language.    
EDUCATIONAL QUALIFICATION:     
1993           Post Graduate Diploma in Business Administration from M.S.P.I.  New Delhi.

1990 
      Graduation in Commerce from Karnataka University Dharwad
1987           H.S.C.in commerce from Karnataka Pre –University Education Board Bangalore.
1985           S.S.C. From Karnataka Secondary Education Exam Board Bangalore.
PROFESSIONAL QUALIFICATION :

Aptech Computer Education Center:  FoxPro, Word, Excel & PowerPoint.

NIIT  pc foundation course.     
ICA  Thane:  GST, TDS & Advance Account  course.

                  Knowledge of accounts up to Balance sheet.   GST / TDS returns & calculations work.   Reconciliation work.   
English Typing course from Karnataka Secondary Education Board Jr. /Sr. - 1992 / 1993                                                Typing speed 45 words per minutes.
OTHER ACTIVITY:



 
Team work with office staffs & field staff for achieve goal.  Handle 22 staffs & more than 50 field staffs. Resolve the customer / staff complaints & query.
PERSONAL DETAILS:
DATE OF BIRTH
     :      31st August 1969

HOBBIES                      :      Listening old songs & watching old movies.
LANGUAGE R/W        :      English, Marathi, Hindi, Kannada

LANGUAGE SPEEK    :      Marathi, English, Hindi, Kannada, Konkani

NET CONNECTS        :      Face book, Gmail, Twitter & Instagram. 
Date:

Place:
   MUMBAI / MAHARASHTRA                                (Shailendra .K. Tamse)
