



VIKAS KUMAR
S/o.  Mr. Madan Lal A-289, Sangam Vihar, New Delhi 110062
Mobile:  07503119994,8800224302 E-mail:  Vikas.infotax@gmail.com

· Completed B.com from Deemed University (Allahabad)
· Experience includes processing of invoices, purchase order, vendors’ payments, vendor registration, preparation of invoices and handling of all the financial documents. 
· I am a computer savvy person with good working knowledge of MS Word, MS Excel and good knowledge of Tally 9.0.ERP.ADEPT & Deltek Maconomy
Objective: -
​​​​​​​​​
Looking forward to working in a challenging, interactive and learning environment where I can make a significant contribution to the organization in the form of my dedication by using all my skills and knowledge.

Work Experience:
1. Working with ENCOMPASS EVENTS PVT.LTD as an Executive(A&F) (’June’16 to till the  

Major responsibilities include:

· Responsible for issue the purchase order

· Responsible for generating E-way bill

· Responsible for PRE, PFS

· Responsible for vendor registration. 

· Responsible for vender’s balance conformation.   
· Responsible for cash handing.

· Responsible for preparing cheque & NEFT/RTGS.

· Responsible for important documents and filing them.
2. Working with SUPER ELECTRONICS PVT.LTD as an SR. Accountant (’Feb’15 to May’16  

Major responsibilities include:

· Responsible for calculation of Sale Tax/DVAT returns.  

· Responsible for calculation of TDS. Returns
· Update vouchers entries into the accounting software (Tally 9.0, ERP.)
· Responsible for stock auditing.

· Responsible for preparing invoices to customers.

· Responsible for important documents and filing them.
· Providing relevant information to clients.

· Responsible for reconciling bank statements.
3. Working with (CA)ATUL YADAV & CO as an Accountant (’JAN’14 to Feb. 15)   

Major responsibilities include:

· Responsible for calculation of sale tax/DVAT registration & returns  
· Responsible for calculation of TDS. Registration & returns
· Responsible for calculation of service tax. 
· Update vouchers entries into the accounting software (tally 9.0,)
· Responsible for preparing invoices to customers.
· Responsible for important documents and filing them.
· Providing relevant information to clients.
· Providing relevant information to immediate my senior.
· Responsible for reconciling bank statements.
4. Worked with Luthra & Luthra Law Offices as an Billing Assistant (April’11 to Nov ’13). 
Major responsibilities handled:
· Responsible for preparing bill in Uberall law software
· Processing of invoices.
· Responsible for advocates time sheet entered in Uberall law software.
· Update vouchers entries into the accounting software (tally 9.0).
· Important documents and filing them.
Qualifications: -

Education – 
· Completed B.com from Deemed University Allahabad.
· Pass 12th From NIOS.
· Pass 10th Form CBSE.
Professional Qualification: 

· Completed 1-year diploma in basic computer application,  
Computer Skills: -
	· Computer software
	Microsoft office 2010, 2007, 2003,

	· Accounting software
	ADEPT, Tally 9.0, ERP, Tally 7.2,
Deltek Maconomy 

	· Operating system
	Windows,10, Windows 7, Windows Xp,

	· Other tools
	Outlook and Internet


Personal Profile
Father’s Name: -

Mr. Madan Lal
Date of Birth: - 

19.July .1990

Sex: -



Male

Nationality: -

Indian
Marriage Status: -

Married

Language: -


English, Hindi & Punjabi

Hobbies: -


playing chess 
Dated: -
Place: -
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