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Career Objective

To have a long career in the Finance, gain further skills and attain the goal of the organisation aiming at mutual growth.

Work Experience
1. Company name: Kutchina Home Makers Pvt Ltd
Period: From February � 2022 to Present 

Designation: Accounts Executive
Job Responsibilities: 

· Handling all accounting activities of billing of Distributors.
· Creation of Sale Order, Delivery Note, Sale Bill, E-Invoice in Tally ERP 9
· Checking Valuation of Orders for kitchen items disbursement to distributors, looking after payment of distributors.
· Way Bill generation of various Orders.
· Handling Chimney & Small Appliances billing of various showrooms.
· Preparation of Export Documents of Nepal Orders.

· Preparation of Collection Report, Debtors Report of all distributors on weekly basis.

· Preparation of Sale Report of all distributors on monthly basis.

· Preparation of GSTR-1 reports of all books on monthly basis.
2. Company name: Linc Pen & Plastics Limited
Period: From March � 2021 to January � 2022 

Designation: Officer � Accounts & Finance

Job Responsibilities: 

· Bank Receipt entry of Daily Collections from Sundry Debtors, Bank related Fund transfer entries in SAP FICO module.
· Clearing entry of open items lying in the account of Debtors, Vendors, Employees.
· Customer balance transfer entries with Spl. GL during month-end.

· Booking of Transporter bills (Including Reverse-Charge mechanism) & looking after Payment process.
· Raising & adjusting Dr. Memo / Cr. Memo for Purchase Returns / Sale Returns for making payments of Transporters.
· Maintaining MIS of Bank Receipt entry with proper Document No, Debit Note / Credit Note of various parties with proper Document No.
3. Company name: Vodafone Idea Ltd (Formerly Idea Cellular Limited)  (Under the payroll of Vision India Services Pvt Ltd)
Period: From February � 2012 to June � 2018 (Under the payroll of Vivan Infratel Solutions Pvt Ltd - Formerly Vibhuti Consultants Pvt Ltd)

From July � 2018 to July � 2020 (Under the payroll of Vision India Services Pvt Ltd)
Designation: Assistant Manager - Accounts 

Job Responsibilities: 

· Employee reimbursement management & bills processing of 5 regions in ERP Oracle R12 FIN module as per the laid down policy and keeps a check on revenue leakage. Making month end provision to book the correct expenses of the month for taking the region profitability.
· Vendor Management & Bills processing in Oracle R12, Vendor reconciliation. Making BRS of 5 regions, handled on-line TDS payment.
· Processing of Quest2 invoices & making payment  (Air ticket booking & Travel management fees with GST rates subject to TDS as applicable) of 3 regions.
· Processing of BYCS dashboard (Employees Car Loan file- 3 regions) with specified principal & interest details on monthly basis.
· Making reconciliation of Idea Creditors Employees Aging file (Fare, Hotel & Office site) of 3 regions using dummy bank account on monthly basis.
· Processing & making payment of Full & final settlement of employees as & when required.

· Assisting Manager (Accounts)  in preparing various other reports and data like TDS on Salaries, Payroll reconciliation, 2 Wheeler Employees loan schedule, making GL schedules during month-end, reconciling BYCS employees outstanding loan balances with bank book, preparing various reports during quarterly audit. Having knowledge in GST E � Filing, TDS E � filing.
4. Company name: Simplex Infrastructures Limited

Period: From February � 2011 to Feb � 2012 
Designation: Officer � Grade II 

Job Responsibilities: 

· Handling all store related activities of 5 sections of BBSR road project.

· Preparing Goods Received Note (GRN), Goods Issue Note (GIN) of materials, Stock Transfer Note (STN), Machine Transfer Note (MTN), Stock Reconciliation after every quarter in ERP (Oracle 12i based application).

· Creation of Indent, Quotation & Purchase Order in ERP with defined terms & conditions.

· Assisting Deputy Project Manager (Store)  in preparing various other reports and data.
5. Company name: HDFC Standard Life Insurance Company Limited

Period: From March � 2009 to September � 2010

Designation: Regional Accounts Officer 

Job Responsibilities: 

· Handling all accounting activities of 20 branches in the region.

· Vendor Management & Bills processing in SAP ECC 6.0 (FICO & MM module), Vendor reconciliation.
· Employee reimbursement processing as per the laid down policy and keeps a check on revenue leakage.

· Bills verification and scrutiny for  assuring compliances on TDS & Service tax.

· Preparing Bank reconciliation statement of all branches within the region  and coordination with banks on day to day activities for clearances and fund transfer.

· Making month end provision to book the correct expenses of the month for taking the branch profitability.

· Assisting Regional Accounts Manager in Preparing various other reports and Data

· Creation of Purchase Requisition / Purchase Order in SAP with defined terms & conditions. 

6. Company name: S. Mitra & Co. ( Paper & Board Merchants )

Period: From October � 2008 to March � 2009

Designation: Accounts Assistant 

      Job Responsibilities: Worked on Tally 7.2, MS-Office. Worked on Inventory Management,   

Cash Book, Bank Reconciliation Statement, invoices & vouchers related to Receipts, Payments, Purchases, Purchase Returns, Sales, Sales Returns, prepared business correspondences.

7. Company name: E-Nxt Financials Private Limited 

Period: From February - 2008 to September � 2008 

Designation: Executive � CPA Operations 

Job Responsibilities: Worked on car loans of Tata Capital Limited. Fresh login of files, checking for mandatory pre-documents, FI attachment, sending the file to RCU for screening & sampling, CIBIL & Dedupe checking, CAM preparation, bank statement analysis and sending the report to management for approval, status updation, non-discrepancy checking of pre & post documentations, co-ordinating the dealer & DSA for process compliance and reduction of error rates, working on SAP to generate BP No., BO No. & Quote No., sending the file to OPS for loan disbursement, MIS report generation and reporting to Regional Credit Manager.
8. Company name: Omega Clinic 

Period: From July - 2005 to Jan - 2008

Designation: Executive Assistant to the Director 

Job Responsibilities: Worked on MS-Office. Prepared USG reports, O.T. lists, medical slides, handled patients database, bills and bank vouchers, preparation & analysis of payment sheets, prepared various correspondences independently, handled his personal finance 

( maintenance and analysis of bank statements, handled TDS certificates, submitted payments through Challans, filed returns, on-line trading and portfolio management of shares & mutual funds, filed documents and follow-up ).

9. Company name: Hindusthan Lace Manufacturing Corporation Private Limited 

      Period: From January - 2004 to June - 2005 


      Designation: Accounts Assistant 

Job Responsibilities: Worked on Tally 7.2, MS � Office. Worked on Inventory Management, Cash Book, Bank Reconciliation Statement, invoices & vouchers related to Receipts, Payments, Purchases, Purchase Returns, Sales, Sales Returns, MIS reports (Ratio Analysis,Cash Flow Statement, Fund Flow Statement), prepared business correspondences.  

Academic Qualification

A. Passed B.Com. ( Hons. ) from Calcutta University in the year 1998 with 49.36% marks.

B. Passed Higher Secondary from West Bengal Council of Higher Secondary Education in the year 1995 with 50.9% marks.

C. Passed Madhyamik from West Bengal Board of Secondary Education in the year 1993 with 60% marks.

Professional Qualification 

A. Passed MBA � ( Finance & Marketing ) in the year 2007 from Sikkim � Manipal University  of Health, Medical & Technological Sciences with 78.16% marks.

B. Passed DOEACC �A� LEVEL from Doeacc Society, Govt. of India in the year 2004 with �C� grade. Having knowledge in C, C++, ORACLE R12.
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Languages Known

English, Bengali, Hindi.

Hobbies & Interests

Singing, reading, passion for old hits of Kishore, Rafi, Lata, Asha, catching some good movies, watching football on sports channels, playing cricket, football, watering the plants. 
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