Bhatt Jinal Kunal

Mob: 9328961114, E-mail: jinalv9@gmail.com ,

( : 156- Jayshakti Apartment, Opp. Alembic Nagar,

                                 Refinery Road, Gorwa, Vadodara-390016
OBJECTIVE :
· Seeking a position as an Accounting Assistant where extensive experience will be further developed and utilized.

CAREER PROFILE:
· Detail-oriented, efficient and organized professional with extensive experience in accounting systems.

· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.

· Highly trustworthy, discreet and ethical.
· Resourceful in the completion of projects, effective at multi-tasking.
EXPERIENCE:

· Gujarat Life Sciences Pvt Ltd.   ( Manufacturer of Bio –Fertilizer Products )

       Designation;__  ACCOUNT ASSISTANT 

        Joining Date: 10 April 2017 – Current ( 8 Years )
· Location :  9,Krishna Estate, Gorwa, Vadodara-390016


· Maintain financial records up to date. 

· Prepare and send credit memos, purchase orders and invoices.

· Process company sales invoices, receipt and payment from customers to suppliers.

· Maintain and monitor account payables.

· Follow up on outstanding balances as and when required.

· Monitor and maintaining financial records of an employer's incoming and outgoing finances.

· Handle multiple insurance claims.

· Create and update expense reports.

· Prepare various bank deposits.

· Prepare profit and loss statements and balance sheets.

· Enter financial transactions into internal databases.

· Check Excel sheets for precision and errors.

· Issue bills to customers and external partners, as needed.

· Evaluate, organize and file payroll documents.

· Carry out administrative duties such as filing, recording minutes at meetings, etc.

· Assist account manager with audit, forecasts and other financial information and planning.
· Performing administrative tasks such as answering phone calls, responding to emails and maintaining office supplies and ensuring that all documentation is organized and collated. 
· Report debtors and creditors.

· Manage the day-to-day budgeting tasks.

· Manage company ledgers.

· Resolve errors in financial reports and correcting faulty reporting.

· Aiding with financial reporting, in the form of the preparation of financial reports for profit and loss statements, balance sheets and cash flow statements.

· Dealing directly with customers and handling queries relating to invoices and other accounting issues.

· Reconciling bank statements.

· Preparing financial reports including profit and loss statements, balance sheets and cash flow statements.

· Complying with tax regulations by preparing and submitting tax returns and payments on time. like GSTR-1, GSTR-3B and GSTR-9C also keep up to date with changes in tax laws and regulations to avoid penalties and fines.

· Assisting in financial audits provide support by gathering and presenting relevant financial documents and records. Also help to address any queries or concerns raised by auditors during this process.

· Contemporary Targett Pvt. Ltd. (Toothbrush Manufacturer of Colgate) 
Designation:  ACCOUNT ASSISTANT 
Working Period: May 2015 – Apr 2016 ( 1 Year )
· Location :  20-21, Gandhi Oil Mill Compound, Gorwa, Vadodara-390016
·  Ensuring timely and accurate payments to suppliers and receipt of payments          from customers, This task involves maintaining accounts payable and receivable ledgers, issuing invoices and following up on overdue payments.
· Financial record-keeping involves tracking transactions, expenses and revenue. Also organize and file supporting documents. To maintain precise financial records helps businesses track their financial performance and make informed decisions. Performed bookkeeping/accounting duties, including account payable and receivable, reconciliations.

· Enter & prepare invoice with excellent speed.

· Performing Administrative tasks, such as answering phone calls, responding to emails. These duties help to ensure the smooth operation of the finance department. To maintain the company VAT calculation, Excise Duty Calculation, Professional Tax, Service Tax, TDS,TCS.

· Day to day recording of stores inward materials.

· Maintain Pending Accounts Payable and accounts receivable 
· Mercury Laboratories Ltd.  (Manufacturer of Tablets & Injection)
   Designation:  ACCOUNT ASSISTANT 

      Working Period: January 2015 – February 2015 ( 2 Month )
· Location:  2/13 & 14 Industrial Estate, Gorwa, Vadodara-390016

· Making sure that customer and supplier accounts are accurate (reconciling)

· Checking/verifying calculations to make sure they’re correct

· Keeping track of figures by working with spreadsheets

· Managing petty cash transactions

· Receiving, processing and filing paperwork, e.g. invoices, expenses, requests for payment.

           (Gujarat Co-operative Milk Marketing Federation Limited., (Amul &                         Sagar )                                                   ( Manufacturer of  FMCG Products )
Designation:  ACCOUNT ASSISTANT 

Working Period: March 2007 To November 2014 ( 7 Years )
· Location: Ahmedabad Branch Office, Opp. Old Pilot Dairy, Kankaria Ahmedabad.

· SAP data entry including sales, purchase, receipts, payments, bank reconciliation statement, and preparation of debtors / creditors statements 
· Coordination with customers for their claim settlement

· Process of supplier payments

· Preparation of claims MIS and follow up with concerned for timely settlement 

· Statutory fulfillments of commercial tax laws

· Assessments and appeals under commercial tax laws

· Preparation of balance sheet as per the provisions of Companies Act, 1956

· Preparation of MIS pertaining to receipt and issue of various statutory forms like C Forms, F Forms , H Forms under the commercial tax laws.

EDUCATION:
· 20012 – 2013 
Master Of Commerce

· Percentage/ CGPA 
:
Pass

· Specialization 
:
Advanced Accounting & Audit

·  Affiliation 

:
Gujarat University
· 2004 – 2006 
Bachelor of Commerce 

· Percentage/ CGPA 
:
53.78 %

· Specialization 
:
Advanced Accounting & Audit.

· Affiliation 

:
Gujarat University.

· 2002 – 2003 
Higher Secondary Education 

· Percentage 
       :
58.17 %

· Specialization    :Commerce.

· Affiliation  
       :
Gujarat State Higher Secondary Education Board (GSHEB)

· IT Proficiency:

· Functional Experience of SAP-ERP R/3 Environment (FI, SD) 

· EIAS-ERP (Enterprise Integrated Applications System).

· MS Office 2007 (Excel, Word, Access & PowerPoint).

· Outlook Express
· SAP (FI & SD) Activities

· Tally’s Business Accounting Software-Tally 6.1 GST Version

· Tally Prime Edit & Log

PERSONAL DETAILS:

.

· Marital status                                : Married

· Area of Interest                             : Finance Mgmt.  

· Language Proficiency                    : English, Hindi & Gujarati (Vernacular).

· Reference 
                                  : Available on request
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