RESUME                                            

AJIT PAL SINGH

249-C, Nyay Khand-Ist, Indrapuram,

Ghaziabad, U.P.
Phone: +919910116992 (M)

Email: abelwal4u@gmail.com
CAREER OBJECTIVE:

Seeking a challenging position in the field of accounting & other areas, which offers professional accomplishment enabling me to suitably utilize my skills and abilities while being effective, innovative, flexible and serving with complete honesty, integrity & hard work for personal as well as organizational growth.

EDUCATIONAL QUALIFICATION:

Graduate in B.Com from Delhi University.

COMPUTER & TYPING SKILLS:
· Diploma in “Computers Software” from CMC Ltd., Rajendra Place, Pusa Road, Delhi.

Accounting Packages known

:    Tally [Version 4.5 to 9.0 ERP]

Database Packages known

:    MS-Excel, Dbase and Visual Foxpro

Programming Languages known
:    Turbo ‘C’

Operating Systems known

:    Unix, DOS and Windows-95/98/XP\10 

Word Processing Packages known
:    MS-Word & Word-star

· 40-50 W.P.M. Typing Speed (English).

WORKING EXPERIENCE:

1. Presently working with M/S HEALTHPOINT SERVICES INDIA PVT. LTD.,  holding company of Earth Water Ltd. [A Delhi based company providing Safe drinking water, Waste water Management and manufacture of RO Plant in Pan India basis] at Neb Sarai, IGNOU Road, New Delhi-110068 as Account Executive from August, 2015 to till date.
Job Profile:

· All day to day Accounting & Coordinate with senior & staff branch.

· Branch Accounting (Cash, Bank, Income & Expenses).
· Accounts Receivable & Accounts Payable.
· Reconciliation of Bank Statement & Party Statement.
· Visiting of Branch Office for Reconciliation, MIS & Collection on monthly basis.

· Reconciliation of CLUSTERWISE Sales Agst. Deposits of various state [DELHI, UP, PUNJAB, MP, HARYANA, MAHARASTHRA, RAJASTHAN, GUJARAT & KARNATAKA] on monthly basis.
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· Check & verify all supporting documents related to Our Water Segment Project [IRCTC, DSCL & RURAL AREA] of ASM's, FC's, TECHNICIAN's & other Concern Person's related to Travelling, O&M & Petty Expenses etc.
· Maintain\Manage proper filing documentation system.

· Check & verify all Vendor’s Salary Sheet & Process for payment.
· Keep track of outstanding payments of Vendor’s, Operator’s, & Other entity.
· Prepare Cash Collection / Sales Report & report to seniors. 
· Liaising with Banks and Handling all Administration Work.

· Assist in Preparing & finalizing the Balance Sheet, P&L Account, Audit compliance of all statutory obligations including timely payment or deposit of online taxes [Self Asstt. / Advance Tax, GST & TDS etc.] and filing of returns of the group company.
2. Worked with M/S PERFECT BUSINESS ADVISORY SERVICES PVT. LTD., a group company of CHATURVEDI & CO., Chartered Accountant at Nehru Place, New Delhi-110019 as Account-Cum-Office Executive from May, 2007 to July, 2015.
Job Profile:

· Keeping Computerized Books of Accounts of group companies on Tally 5.4 / 7.2/ Tally ERP system. 
· Assisted the Directors in finalizing the Balance Sheets, Audit compliance of all statutory obligations including timely payment or deposit of online taxes [Self Asstt. / Advance Tax, Service Tax & TDS etc.] and filing of returns of the group companies.
· Prepared corporate and personal Income Tax returns with the help of Directors.

· Reconciliation of Bank Statement & Party Statement and also doing other accounts related work.

· Dealing with Banks and Handling all Administration Work.

· Maintain\Manage proper filing documentation system.

· ROC & Other work given by seniors.

· Maintained All Forex or Foreign Currency (which is given to Employees by Employer or Co. for Foreign Trip towards Expenses of Business Development Purpose) Transactions Details of Employees.

3. Worked with M/S DIAMOND PLUS ORNAMENTS PVT. LTD., E-15, IInd Floor, Hauz Khas Main Mkt., New Delhi-110016 as Accountant-Cum-Stock Incharge from December, 2004 to April’2007.
Job Profile:

· Keeping Computerized Books of Accounts of branch companies on Tally 5.4 / 7.2 / 9 system and also preparing all type of vouchers related to cash, bank transactions etc., Reconciliation of Bank Statement & Party Statement.
· Finalizing the Balance Sheets, Audit compliance of all statutory obligations including timely payment or deposits of taxes [Self Asstt./Advance Tax, VAT & TDS etc.].
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· Prepare & Maintain Inventory of Gold & Diamond Jewellery.

· Prepared corporate and personal Income Tax returns with the help of Directors.

· Preparing Sales Tax Register, Returns & Challan (Delhi, Gurgaon & Ghaziabad).

· Preparing TDS Certificates, Returns and Challans.
· Dealing with Banks and Handling all Administration Work.

4. Worked with M/S DEVENDER AGGARWAL & CO. (F.C.A.), 4621/18, Ansari Road, Darya Ganj, New Delhi-110002 as Computer Operator-Cum-Accounts Assistant from April, 1999 to Nov, 2004.
Job Profile:

· All Kinds of Computer Works.

· Drafting of Balance Sheet, Trading and Profit & Loss A/c under the guidance of Senior Manager.

· Maintaining Computerized Books of Accounts.

· Bank Reconciliation, Preparing TDS Certificates, Returns and Challans.
· Preparing Income Tax Returns of Individual, HUF & Companies.

5. Worked with M/S V.V. KALE & CO., Chartered Accountants, Ajmal Khan Road, Karol Bagh, Delhi-110055 as Computer Operator-Cum-Accounts Trainee from February, 1998 to March, 1999.
Job Profile:

Learning Various Aspects of accounts such as:

· Balance Sheet/Trading and Profit & Loss A/c.

· Trial Balance.

· Voucher Entries (Sales, Purchases, Contra etc.).

· Maintain Books of A/cs in Computer.

· Bank Reconciliation & Income Tax and TDS.

CURRENT SALARY

:
Rs. 4,12,307/- p.a.
STREGNTH  


:
Honest, Determination and Straightforward.

PERSONAL DETAILS:
       FATHER’S NAME

:
Sh. Bhagwan Singh

       MARITAL STATUS

:
Married

       DATE OF BIRTH

:
1st May’1980

       LANGUAGES KNOWN
:
Hindi & English

       HOBBIES


:
Book-Reading, Music and Playing &

Watching Cricket & Football.

PLACE   :  New Delhi

DATE     :  04/06/2022                                                                     [ AJIT PAL SINGH ]
[Page 3 of  3]
