CURRICULUM VITAE

Satyendra Kumar Gupta            
skkomal@gmail.com■ 0091-9818697916.
WhatsApp. -  0091-9818697916. Skype ID. 9818697916.

Career Objective

For me the career objective is to achieve a career in progressive and rewarding work environment. Where I can assign my creative abilities and professional competence to prove myself as a talent of concern as well as to satisfy my urge for excellence.

Area of Interest

Finalization of Accounts, Taxation (Income Tax, TDS, GST), Book Keeping, Trial Balance, Balance Sheet & Pay Roll.

Work Experience

Falcon Trading, Services & Trading W.L.L. (Doha, Qatar)         Sr. Accountant                        May -2015 to July 2019.
Falcon Trading, Services & Trading is Transport Basis Company, having 300 fleet owners of Trucks.
Job Summary:
 • Invoice processing, worked on PO and Non PO based invoices, Vendor statements reconciliation.

• Payroll accounting & processing Salary for more than 350 employees and Process for calculation of Full and Final Settlement of employees.

• Preparation and submission of customer Invoices, booking sales, collection of outstanding and reconciliation with client records.

• Reviewing and adjusting accounts making Journal entries. (General Ledger)’
• Interaction with the bank (All banking activities, Daily Bank transaction).
• Preparation of fixed assets registers.
• Preparing Monthly, Quarterly, Half Yearly & Annual Report including Bank Reconciliation.
Key Functional areas:-
Taxation:-

· Finalization of Accounts up to Trial Balance & Balance sheet with all Records.
· Assist to Auditor to Final the Accounts.
Accounts Payable:    
·  Responsible to check and manage the invoice inflow and get the allocation done accordingly.
·  Responsible to process the invoices.

·  Co-ordinate with the vendor/clients to resolve the outstanding queries.

·  Reconcile supplier statements and send analysis to suppliers within the agreed timelines.

·  To provide the necessary information to vendor as per their requirement.

· Responsible for the payment related queries from the suppliers.

· Co-ordinate and assist the team members to process the invoices and to resolve the queries received from suppliers and clients.

· Providing Daily/Weekly/monthly report to the management on volume received and action done.

· All payments to be processed on same day with zero error.

· Preparing & entry of Debit notes & credit notes.
General Ledger: 
·    Review of accounts receivable and accounts payable vouchers.
·    Preparation and control over the monthly accounting closing schedule.
·   Review of the purchases and sales journal and the cash receipts and journal.
·   Supervision of the payroll process and review of the payroll register.
·   Calculation and recording of depreciation, amortization and depletion   

·   Review of the trial balance.
·   Account analyses and reconciliations.
·   Accounts receivable:
·  Maintaining up-to-date billing system
·  Generate and send out invoices.
·  Follow up and monitor customer account detail for non-payments, delay payments and other            irregularities.
· Communicate with customers via phone, email, mail or personally
· Verify discrepancies by and resolve client issues.
Additional Responsibilities:
·    Fund Management.

·    Interaction with the bank (All banking activities, Daily Bank transaction).

·    Co-ordination with the branch offices.
·    Maintaining Computerized Accounting in Tally.   

M/S Shree Ram Concrete (Mfg. of Ready Mix Concrete)      Sr. Accountant                 April 2013to April-2015
M/S Usha Embro Designs (Mfg. of Ready Made Garments) Executive Accounts            April 2007 to March 2013
M/S Ayush Enterprises   (Mfg. of Ready Made Garments)   Accountant                         March 2004 to March 2007

                                                                                Technical Skills:
· Windows 95/98, XP, MS-Office

·  Tally ERP 9, Quick Book, Busy.
· Internet. Outlook express. Gmail, Linked In.

Academic Credentials

	Qualification
	Institute
	Year

	B.com
	Delhi University
	2002

	12th
	B.I.E.B ( PATNA)
	1999

	10th
	B.S.E.B ( PATNA)
	1994

	Professional Qualification
	Diploma in Software Computer
	2000


Personal Information:

Date of Birth                         : 20Th, December 1979.

Fathers Name                        : Mr. R.K. Gupta.
Correspondence Address      : House No. 15, Street No. 15
                                              : Sector – 91,

                                              : Faridabad – 121013.                                                                                        

                                              : 

Hobbies                                 : Chatting, listening music
Languages known                 : English & Hindi (Arabic Speaking Only)
Marital Status                        : Married
Passport No. 


: K3349626 Valid Up to 07.06.2022.

Expected Salary 

: Negotiable.

Declaration:  I hereby declare that all the information stated in this C.V. is true to the best of my knowledge and belief till date. I also understand that any discrepancy found, in any of the above statement; will render me liable for cancellation of candidature/ debarment/ Appointment at any stage. 

Place: Faridabad.
Date:  07/10/2019.                        



               (Satyendra Kumar Gupta)
