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Objective: 



To seek a Challenging position in the Organization where



My Skills and Knowledge get Challenge.

Work Experience:

Name of the Organization: THE MALAD SAHAKARI BANK LTD.

Designation:  SHARE HOLDER DEPARTMENT FROM AUG 2007 TO OCT 2007.

Job Profile:

· Make new entry of account holder. 

· Handling all kinds of Administrative Work.

· Preparing excel sheet of account holder.

· Maintain Record of the account holder. 

· Issuing bank latter of the account holder.

· Responsible for proper documentation & filling. 

· Reporting directly to managers

Name of the Organization:    MUDRIKA LABELS PVT. LTD.

Designation:   ACCOUNTS DEPARTMENT FEB 2008 TO MAY 2010.

Job Profile:

· Routine Sales, Purchases, Cash, Bank, Payment, Receipt Entry

· Coordinated with debtors and creditors

· Handling all kinds of Administrative Work.. 

· Preparing Monthly  Return  Input Vat ,Sale Tax  

· Preparing Monthly Return Of TDS

· Preparing Purchase Order (P.O).

· Preparing delivery challan.

· Managed the internal and external mail functions. 

· Responsible for proper documentation & filling. 

· Preparing monthly salary for staff

· Preparing E.S.I.C , Professional Tex, Provident Fund  

Designation:   EXCISE DEPARTMENT.

Job Profile:

· Preparing Regular excisable Sale Bill & Dispatch.
· Handling all kinds of Administrative Work.

· Preparing Monthly Annexure & Labor Job. 

· Preparing Direct Export, Indirect Export, SEZ Export & Local Bill   .

· Maintaining Production Entry In Every Day.

· Preparing A.R.E.1, A.R.E.3 A & CT-1, UT-1.

· Preparing C.O.C , Form 403 & Way Bill 

· Maintaining Bond & Annexure Register 

· Maintain Proof Of  Export  

· Managed the internal and external mail functions. 

· Preparing Monthly Return .  

Name of the Organization:    PREVENTINE LIFE CARE  PVT. LTD.

Designation:   ACCOUNTS DEPARTMENT JUNE 2010 TO  FEB  2011.

Job Profile:

· Preparing Sales Invoice & Purchases, Cash, Bank, Payment, Receipt Entry

· Coordinated with debtors and creditors

· Handling all kinds of Administrative Work..

· Preparing Monthly Return Of TDS

· Preparing Purchase Order (P.O).

· Preparing delivery challan.

· Handle Petty Cash  Voucher & Entry.

· Maintaining Register

· Managed the internal and external mail functions. 

· Responsible for proper documentation & filling. 

· Preparing monthly salary for staff

· Preparing E.S.I.C , Professional Tex, Provident Fund  

Name of the Organization:    DELTA ELECTRONIC (INDIA).
Designation:   ACCOUNTS DEPARTMENT MAR 2011  TO TILL DATE
Job Profile:

· Routine Sales, Purchases, Cash, Bank, Payment, Receipt Entry

· Coordinated with debtors and creditors

· Handling all kinds of Administrative Work.. 

· Preparing Monthly  Return  Input Vat ,Sale Tax  

· Preparing Monthly Return Of TDS

· Preparing Quaterly payment services tax 

· Preparing Half yearly Return Of Service Tax

· Preparing Purchase Order (P.O).

· Preparing Monthly MSOD

· Managed the internal and external mail functions. 

· Responsible for proper documentation & filling. 

· Preparing monthly salary for staff

· Preparing E.S.I.C , Professional Tex, Provident Fund  

· Computation of total income of Individuals and all other assesses.

· Preparation and online filing of the income Tax, TDS and VAT returns.

· Preparation and finalization of Accounts, preparation of Financial Statements
· Debtors and Creditors balance reconciliation and age-wise analysis of Debtors balances
· Preparing of Cheques and entry into accounting systems
· Preparation of Bank Reconciliation Statements and MIS reports
· Verification of vouchers and involved in auditing.

· Preparing monthly salary sheets
· Taking care of TDS, VAT, PF, ESIC.

Designation:   EXCISE DEPARTMENT.

Job Profile:

· Preparing Regular excisable Sale Bill & Dispatch.
· Preparing Monthly Annexure & Labor Job. 

· Maintaining Production Entry In Every Day.
· Preparing C.O.C , Form 403 & Way Bill 

· Maintaining Bond & Annexure Register
· Preparing ER1 Monthly Return . 
· Preparing GR7 Yearly Return
Educational Profile:

	Exam
	Year of Passing 
	Board

	B.COM 
	March 2007
	Mumbai

	H.S.C
	Feb  2004
	Mumbai

	S.S.C
	March 2002
	Mumbai


Computer Qualifications

 

· M.S.Word, M.S.Excel, M.S.Powerpoint, Photoshop.

            Tally 9.1 Version, Internet Surfing, Mailing, Ms-Dos.

Excise Package (Modvate Programme)

· Typing Writing With Government Certificate 

Speed 40 WPM 

Personal Strengths: 

· Willingness to learn and put learning to practice.

· Hardworking and Sincere.

· Good team spirit in any organization.

· Confidentiality and Responsibility.

 Personal Details:

 

· Date of Birth    :  20 December 1986

· Religion           :  Hindu - Gujrati

· Languages        : Gujrati,English, Hindi & Marathi

· Marital Status   : Married 

· Hobbies            :  Listing Music, Help to Others.

 

PLACE: Mumbai

Date: 
                                       (Heena. J. Chudasama)

