RESUME
	MANOJ KUMAR YADAV
S/o Late Sh. RAM KISHORE YADAV R/o H.NO. 23, 2ND FLOOR, POCKET 2, SECTOR 16, ROHINI, DELHI-110089 Mob: 8882255332, 9268205332
Email:- MANOJ2BOND@GMAIL.COM
	

	QUALIFICATION
M.B.A. FROM ISBM PUNE-2016
B.B.A. FROM NIMS DELHI-2013
12TH  FROM D.S.S.E. (CBSE) 2005
10TH FROM A.I.S.S.E. (CBSE) 2002

	EXPERIENCES
(more then 10 Years)
Currently working at INDIAN SOCIETY FOR TRAINING & DEVELOPMENT as an Accounts Officer at Qutab Institutional Area‐Delhi from Jan‐18 (1yr & 10 month)
PREVIOUS EMPLOYERS
MACHINE TOOLS (INDIA) LIMITED as Account Executive (Saket‐Delhi) from Aug‐2011 (6 yr & 6 month) CHEMITECH ENGINEERS PRIVATE LIMITED as Accountant (at Laxmi Nagar‐Delhi) from Sep‐ 2010 (10 month) JINDER SEHGAL & CO. (Chartered Accountant) (at Laxmi Nagar‐Delhi) from May‐05 (5 y & 2 m)
14‐month in VIJAY & ASSOCIATES as an Assistance from March 2004

	KEY ASSIGNMENTS

	NATURE OF ASSIGNMENT
	JOB DESCRIPTION

	ACCOUNTING WORK
	· Maintaining and overseeing the daily Accounting operations.
· Handling Banking operation as fund management, Making the
NEFT/RTGS, Vendor Payment etc.
· Prepare analysis Budgeting and minimize Operating expenditure.
· Handling Accounts Receivable/ Accounts Payable.
· Handling and record Import Documentation, Sales & Purchases Invoice and other accounting vouchers.
· Handling Branches books of Accounts along with statutory & Compliances.
· Prepare and finalized financial statement as Profit & Loss A/C,
Balance sheet, Cash flow Statement, Receipt & Payment,


	
	Depreciation Chart and related various notes.
· Handling GST Invoice
· Generate E‐Way Bill and Prepare Related Documents.
· Preparation finance MIS reports and analysis current profitability
· Performance reports and makes and provides all the feedback to management about financial performance, fund management and financial risk.
· Prepare the entire employee Salary sheet, Pay Slip and Salary certificate.
· Coordinate with Auditors, Advocates and other Governments Departments
· Supply of Accounts related information in AGM, Finance and other meeting

	TAXATION WORK
	· Compile GST Summary Sheet and reconcile it with Input Tax Credit and Calculate the Tax whatever Payable/Refundable of all branches and chapters
· Prepare GSTR‐I, GSTR 3B, GSTR ‐9 and GSTR‐9c file the Return
Monthly and Quarterly basis of all branches and chapters.
· Prepare/Generate E‐way Bill through GST portal.
· Deduct TDS, Prepare tax summary sheet and Calculate payable Amount and Paid according to Point of time.
· Prepare TDS Return and file it on Quarterly basis.
· Issue FORM 16 & FORM 16A and provide it to Employee and Vendors.
· Prepare and Calculate Provision for Tax according to earned profit by company during the financial year and paid it to Assessment year after finalized the Balance Sheet.

	INTERNAL AUDIT
	· Verify all the transaction related to Payment, Receipt, Sales, Purchase, Debit Note, Credit Note, Adjustment entries etc.
· Check & verify Business tour Expenditure, Business promotional expenditure etc.
· Check & Verify all the Banking Transaction as Vendor payment, Advance payment etc.
· Check and verify Customer data base, Tax Details, Billing Cycle, Credit Limit and Due Outstanding.
· Check & Verify vendors outstanding and Clearance that due according to due date.
· Check & Verify Inventory inwards, outwards, rejection In, Rejection Out, Ageing of Stock, Damage stock, Non Moving goods & Scrap,
· Analysis Direct Cost, selling cost, profitability, Operating cost and Cost of Sales.
· Analysis cash flow Statement and share the present status to
Management.
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 SHAPE  \* MERGEFORMAT 



	OTHERS WORK EXPREIENCES
· PREPARATION OF VAT, SERVICE TAX DUES AND RETURN FILING
· FILING REFUND APPLICATION OF VAT, INCOMETAX, AND SAD
· KNOWLEDGE OF OPERATE TALLY & BUSY ACCOUNTING SOFTWARE
· AND KNOWLEDGE OF OTHERS GST AND TDS SOFTWARE ALSO.

	OTHER INFORMATION
	

	SEX
	MALE

	DATE OF BRITH
	14TH DEC, 1984

	MARRIED STATUS
	MARRIED AND HAVE TWO CHILD


DATED : 30-09-2019
PLACES :- DELHI
(MANOJ KUMAR YADAV)
Analysis financial reports and reviews it to help with financial tools and calculate risk factor and share it with management.


Analysis of working capital and prepare cash flow statement.


Check & verify Cost sheet and Calculate variable overhead and try to minimize.


Check & verify all the Statutory Return and reconcile it with








