HIMIKA GUHA
Mobile : 09874040954 ~ E-Mail: himika.berger@gmail.com  
A BRIEF SYNOPSIS

A result oriented professional with 12 years of experience in Accounts & Commercial, Co-ordination with vendors, and Team work. A keen performer with expertise in managing entire Commercial & Accounts related jobs & with key focus on top line & bottom line profitability by ensuring optimal utilization of resources. Competency in developing & implementing Accounting & Document Control system. Effective communicator & negotiator with strong analytical, problem solving & organizational abilities. 
SCHOLASTICS

2010
Master’s in Business Management (MBA) Specialization in Marketing from Indira Gandhi National Open University. 
2008
Post Graduate Diploma in Marketing Management from Indira Gandhi National Open University. 
2007
Diploma in Management Program from Indira Gandhi National Open University.

2004    Graduation (Commerce) from University of Calcutta with Accountancy (Hons.). 

2001
Higher Secondary Certificate from W.B.C.H.S.E.

1999
Secondary Certificate from W.B.B.S.E.

IT FORTE: Conversant with MS DOS, Basic, Windows, MS Office, MS Access and Tally 6.3,7.2,9.0
AREAS OF EXPOSURE

Accounts, Commercial & Documentation:
· Developing Accounting System, Billing & Document control system and overseeing the implementation of the same as per the requirement.

ORGANISATIONAL SCAN

Working at “BERGER PAINTS INDIA LIMITED” from April, 2015 to till date as Sales Co-coordinator & Billing Analysis.
· Sales Co-ordination for Entire Protecton depots (East) as well as Protecton Team
· Prepare Quotations after getting enquiry & make Proforma Invoice after verification of Purchase Order & discussion with Sales persons.

· Billing & Despatch co-ordination for outstation depots (East) like Price approval, sending BTC to  Customer, Send Way Bill request & collection, follow-up with customers too.

· Tender document preparation to participate in tender jobs

· Data collection, follow-up with team & compile in an excel file for protecton (East) Monthly Sales Plan, Outstanding collection report, yearly Budget report, Market / Outstation Visit Plan, Industrial Distributors Open Plan,  Protecton Dealer Mapping, Dealer to Distribute Plan, BALANCE CONFIRMATION (SOA), Balance Sheet Collection from Customers, Bank Guarantee Status. ETC.
Since April’ 2009 to 5th April, 2013: ITD-ITD Cementation JV, in Kolkata, Kolkata Airport Modernization Project, as a Commercial Assistant Officer in Structural Steel Department and As Company Accountant.

An ISO-9001, ISO 14001 and OSHAS-18001 Company

Key Deliverables:

· Making Work Order, Work Done, Purchase Order, Sub-Contractor Indent / quotation approval, Invoice, Voucher (with all corresponding entries).
· Client Billing, Sub-Contractors Billing. 
· Daily works reports, Labour Progress Payment Report.

· Client Work Inspection Request Record, Communicate with Sub-Contractors.  

· Sales Tax (making Challan, maintain A/c Register, and Returns submit) for CST & WBST. 

· Service Tax (making Challan, maintain A/c Register, and Returns submit).

· Knowing VAT (Value Added Tax)

· Central Excise (RG Entry, making Excise Gate Pass, and Return submit).

· Handling of Debtors, Creditors, Advance, Loan and Personal ledgers.

· Maintain daily Cash Book & Bank Book.

· Preparation of Bank Reconciliation Statement.

· Professional Tax. (Making Challan, and Returns submit)

· Fringe Benefit Tax (making Challan, and Returns submit) 

· Tax Deducted at Source (TDS) Calculation & Return submit.

· Having idea of Employees Provident Fund, Employees State Insurance Corporation, (with employer’s & employee’s contribution) Pension, and Bonus.

· Official letters & Reporting.

· Tracking of incoming & outgoing documents, preparation of RFI, material submission, Drawing submission, maintaining files and keeping records.

· Co-ordination with the vendors.

Since Sep’2005-March’2009: M/s. RIS Engineers Private Limited, as an Accountant Officer 

Key Deliverables:

· Making Work Order, Work Done (Billing), Purchase Order, Sub-Contractor Indent / quotation approval, Invoice, Voucher (with all corresponding entries).

· Daily works reports, Labour Progress Payment Report.

· Client Work Inspection Request Record, Communicate with Sub-Contractors.  

· Sales Tax (making Challan, maintain A/c Register, and Returns submit) for CST & WBST. 

· Service Tax (making Challan, maintain A/c Register, and Returns submit).
· Central Excise (RG Entry, making Excise Gate Pass, and Return submit).

· Handling of Debtors, Creditors, Advance, Loan and Personal ledgers.

· Documentation & File management.

Since Jan’2004-Aug’2005: M/s. National Tools & Engineering Company, as an Assistant Accountant and Front Office Executive
Key Deliverables:

· Making Work Order, Work Done, Purchase Order, Sub-Contractor Indent / quotation approval, Invoice, Voucher (with all corresponding entries).

· Handling of Debtors, Creditors, Advance, Loan and Personal ledgers.

· Documentation & File management.

· Co-ordination with the vendors.

PERSONAL DOSSIER
Date of Birth


:
5th February, 1984
Permanent Address

:
51, Bekary Road,Belgharia, Kolkata -700056
Linguistic Abilities

:
English, Bengali & Hindi 
Sex



:
Female
Marital Status



:
Married

Religion



:
Hindu
Present Address



:
51, Haridas Bekary Road, Belgharia, Kolkata – 700056.
Location Preference 

: 
Kolkata

Current CTC : 3 Lac/Annum

DECLARATION

I hereby declare that all the information mentioned above are true to the best of my knowledge, and I believe that I could make significant contribution to your firm. Thank you for review my resume.

Date : 18.11.2020                               
Place : Kolkata.
                                                                              Signature--------------------------------                                                                                                                            

                                                                                                                  (Himika Guha)  
