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 ~ Accounts Manager ~



  With 8 years of qualitative experience 

WORKING EXPERIENCE

Worked as an account assistant with Proform Interiors Pvt. Ltd. Gurgaon (HR). Leading manufacturer of Modular Furniture, Kitchen and Wardrobe Furniture for 10 months.
Handled the accounts of Mr. Marc Pfetzing (Sr. Consultant) from 27.05.2012 till 06.07.2016. Also handled the accounts of a proprietary concern named �Kaigen Manufacturing� under the proprietorship of Mr. Marc Pfetzing from 17.02.2014 till 06.07.2016.
JOB RESPONSIBILITIES
· Handling All Cash and Bank Related Work
· Maintaining Books of Account With Tally 9
· Payment Follow Up With Clients
· Salary Preparation & Distribution

· Preparing Purchase Order, Delivery Challans, Invoices etc.
· Taxes Payment, Supplier�s Payment etc.
· Preparing Monthly Reimbursement Details, Fund Requirement Details etc.
· Quarterly and Yearly Sales & Purchase Details Preparation for Sales Tax Return

· Handling Sales Tax, Income Tax & Service Tax with the help of CA and
Tax Consultant

Worked as process developer with Genpact India Pvt. Ltd. From 21st Sep. 2016 to 16th November 2019

JOB RESPONSIBILITIES
Processes: Carlsberg.
Hospira: Handled Rocky Mount plant (Experience 6 months)
1. Voucher Keying in JD Edward software.

2. Other activities like AP Tie out, Lease Rent Report, Intercompany Balance confirmation.

3. Overview of SAP.

4. Preparation of Balance Sheet Reconciliation and upload on tool Lead.

Zimmer Biomet: Handled Czech Republic, Poland, Slovakia (Experience 1 Year)

1. Daily activities like daily bank upload, Daily Sales Reports.
2. AP-AR Reclass, FX Revaluation, Royalty to FTP Server.
3. Journal Checklist, Population checklist, Standard Accruals.
4. SAP Vs. Hyperion Reconciliation, Sales Reconciliation, Fixed Asset Reconciliation.

5. Journal Preparation and Upload in SAP.

6. Balance Sheet Reconciliation preparation and upload on Lead.
7. Working with tools like proflow.

8. Monthly Operating Review, Mass Reversal (F.80), Royalty Deduction.
9. Month End calls with clients.

10. SM35, VFX3, VF04, FBV0 Runs
11. Open period /Close Period � Sales, GL
Sabmiller: Part of profiles team: (Experience 1 Year)

1. Resolving issues regarding SAP on emails.
2. Providing SAP access.

3. Resolving customer queries on services and incidents.
Carlsberg: Part of Cash management team: (Experience 6 months)
1. Preparation of automatic Payment Proposal such as :
a. ZVCSC, ZVDB, ZVUK0, ZVUK1, ZVCHF, ZVDB1,ZVCS1, ZVCS2

2. Manual payment upload on danske and credit Suisse bank.

3. Providing payment proof and resolving other customer related query on emails and service now tool.
SCHOLASTICS
· B. Com from Delhi University.

PROFESSIONAL & TECHNICAL ENHANCEMENTS

COURSES
· 3 months English speaking course from BSL.

· Tally 7.2.
· Multimedia And Web Designing From Oxford Software Institute
Software
· Windows platform in MS-Office 2003, 2007, 2010, SAP, AS400 (JD Edward)
Strength
· Fast learner. Adapt well to changes and pressures in workplace

· Ambitious, Hardworking and Committed to excellence

· Honest, Sincere and a Hard Worker with a high level of Integrity.

· Ready to work hard for improvement of myself and for the company.

· Decision Making, Team Work, Problem Solving.
HOBBIES/CO-CURRICULAR ACTIVITIES
I like watching Hollywood movies, TV series and listening Music

PERSIONAL DOSSIER

Date of Birth
-
21st Aug., 1988
Father�s Name: 
-
Mr. Samander Singh
Sex


-
Male
Nationality

-
Indian

Marital Status
-
Married

Languages 

Known         

-
Hindi, English 

Permanent Address -
H. No. 340, Near Shiv Gorakh Mandir, Village � Rajpur Khurd New Delhi � 110068, Delhi, India

DECLARATION

· I hereby declare that the information furnished above is true to the best of my knowledge.
· Given a chance, I shall prove my worth and work my level best not leave a stone unturned toward enlistment of the self and also achieve the organization goals.0
Place:











_______________ Date:                                                          




     (Signature)
