

Vishwas M Sharma
Area of Specialization
Accounts & Finance- Payments, Audits, Budget, Cash flow, Taxes, Reconciliations, MIS etc 


(+91) Mobile No. 9278259871, 

E-mail-v20873@gmail.com
1, Community center,

Jamrudpur, Kailash colony ext.

110048

Working as Accounts Coordinator with Plan International (India Chapter). (An International funding and community development agency) at New Delhi, Since June 2009 to till date.

EDUCATION

ADDITIONAL SKILLS

· M.B.A – Finance, 
               (National Institute of Management-Pune (Jaipur) 

· M.Com. 
               (University of Rajasthan, Jaipur.)  (2006)

· D.F.M. (Diploma in Finance Management) (2004)

                From: Indian Institute of Rural Management,                    

                Mansarover, Jaipur

· VAT Practice certified by Rajasthan Sale Tax Dept. Jaipur.


D.C.A.  (Diploma In Computer            Application) (1997)
  From :  Varuni Computers, Jaipur.

C.I.C.  (Certificate In Computing) (1999)


   From : Indira Gandhi National Open university, 

 New Delhi.

Accounts Software- SAP, GL, Project Module, Quick Books, Busy Win & Tally 7.2 & 9 & ERPs

PROFESSIONAL EXPERIENCE





   
1) Working as Accounts Coordinator with Plan International (India). (An International funding and community development agency) at New Delhi, Since June 2009 to till date.
Job Responsibilities:

· Ensure to review of all payment vouchers to ensure the adequate supporting documents are attached as per organization policies and guidelines 

· Program related budgeting & planning with program staff and focus for implementation of the same. 
· Auditing activities- internal & external monthly basis & Statutory Audit.

· MIS –MIS reports preparation for Internal & HQ Monthly, review trail balance. 

· Fund flow management, Cash inflow against outflow management.

· Income Tax, TDS, PF - deduction and deposit, quarterly return preparation and filing, Preparation of form 16 & 16A 

· Finalization of balance Sheet & FCRA return preparation.

· Monthly branch balances reconciliation, staff and vendor advance reconciliation to follow up for timely settlement. 

· Preparation of salary after ensuring correct tax deduction has been done.

· Ensure that the financial systems of the organization are followed by the partners though the periodical review.

· Participate in selection of new NGO partners.

· Timely fund disbursement to partners & follow up for timely liquidation.

· Bank reconciliations (Eight banks) 

· Preparation of Fixed Assets Register.& Calculation of Depreciation.

· Extensive knowledge of SAP, Tally, GL and Program Project Module software and analyzing the various reports through the same.

REFERENCES
  1, CA, Vinod lalwani -9799936936, (Lalwani Associate)

   2,CA, Vikas Mehra – 9717690706 (Sr Manager, Plan India)

   3,Jeet singh – 9540949000. (Sr. Manager, Plan India)
2)   Worked as a Sr. Accounts Executive with Converges Communications (a multinational communication & Media service provider) New Delhi, since 15th Feb. 2007 to May 2009.
Job Responsibilities:

· Checking all the vendors, Supplier’s bills as per company norms & conditions with PO. & Cost center wise.

· Bank transactions, Petty cash, Bank reconciliations,

· Office & field staff traveling, local conveyance sheets & bills checking & other reimbursements.

· Issue to sales & media invoices & PO for Job work. 

· TDS, Service Tax & Sales tax calculation, deposit & submission the returns on timely.

· Quarterly, Monthly MIS preparation (Client & vendor wise).

· Active participation in Internal Audit & Statutory Audit.

· Finalization of balance Sheet & Monthly Trial Balance Review.

· Preparation of Fixed Assets Register.& Calculation of Depreciation.

· Vendor’s payables against receivables management. Cash inflow against outflow management.

· Cost center wise income & loss.

· Accounts & administration related meter handle properly.

· Office materials purchasing (Quotations, Comparative Sheet & PO)

· Staff salary preparation & leave management.

3)   Worked as an Accounts & Admin. Officer with Jal Bhagirathi Foundation, (NGO) Jaipur, Since December 2005 to Feb. 2007.
Job Responsibilities:

· Checking all the vendors, supplier’s bills as per proper costing deducted TDS and other liabilities.

· Petty cash management. Bank Payments & reconciliation.

· Help in making quarterly & yearly budget, cash & fund flows.

· Auditing, MIS report preparation monthly & yearly. 

· FCRA reporting & documentation.

· Attendance sheet preparation for staff & Salary preparation.

· Maintenance & repair of all office equipments, insurance, pantry, Courier with AMC’s, Traveler, Hotels etc. Attendance Sheets and   Leave Reports /Records Management.

· Manage Office & Field Meetings & Trainings.

· Inventory Management of POP and other material.
· Stock Reconciliation of all the products
· Office Administration-Supervise drivers, sweeper, securities

· Accounting function in computer Environment & computer trouble shooting.

4)   Worked as an Accounts & Admin with Population Services International (an International NGO), Jaipur, Since April 2002 to Dec. 2005.

Job Responsibilities at PSI:

· Checking all the Field Staff Fortnightly Expense Reports.

· Training Expenses and other activities expenses with proper cost and project code allocation.
· Preparation of Payment Statement, Bank transfer/DD Letters for Bank, Payment advice and cheques.
· Preparation of Journal/Cash/Bank Voucher.

· Data Entry of all vouchers in Quick Book daily basis.

· Petty cash management. 
· Bank reconciliation of both accounts sales and expense

· Maintaining all accounts and administration related registers includes Petty cash, Cheque issued, Purchase order register, Asset register etc. 
· Handled independently auditing with any quarries.
· Preparation of Monthly accounts reports includes TDS report, sales tax report, product sales report, cash flow projection (OAR) and other quick book reports for Head office and state office.
· Office Administration-Supervise drivers, sweeper, securities. Maintenance & repair of all office equipments, insurance, pantry, courier etc.  

· Preparation of Purchase order, Comparative statement preparation and Negotiation with Vendors.
· Assist all state staff in account and administrative matters.
· Maintenance of Asset List of PSI Rajasthan. 
· Preparation of Sales Invoices and entry in Busy Win.

· Maintain all Accounts, Admin, Procurement and Sales related files.  

· Inventory Management of POP and other material. Stock Reconciliation of all the products
· Trouble Shooting of Hardware, Software & Networking Problems.    

· Also handling OMS, Data Entry and preparation of OMS Reports.

· Attendance Sheets and Leave Reports /Records Management.
· Other tasks and duties assigned on time to time. 
5)  Worked as Accounts Assistant– Computer Department (Temp.) at   Department of Income Tax, Jaipur, December, 1997 to March, 2002         
 Job Responsibilities:
· PAN No. form entry. Tax related forms (returns) entry. 

· Rebate, Relief Calculation. Tax calculation, Refund preparation. Computer related problem short-out, like printer, mails, LAN systems
	Personal Information 
	             Date Of Birth      :    15th Sep. 1972.

             Father’s Name
 :   Shri Ganpati Lal Sharma.




	References 

	              CA, Vinod lalwani – 9799936936, (Lalwani Associate)
              CA, Vikas Mehra – 9717690706 (Sr Manager, Plan India)
              Jeet singh – 9540949000. (Sr. Manager, Plan India)


	Permanent Add.
	              75, RSP colony, Khanpur, South Delhi, 110062.


Date:







(Vishwas Sharma)

