	Arvind Khanna
	Mobile: 9899712851 
E mail: arvindkhanna2010@gmail.com


Career Objective

Work with the best of my knowledge and abilities for the fulfillment of the job entrusted in time. Special interest to take challenging and responsible works, known or unknown, with high level of confidence and fulfill the matter at the entire satisfaction of Management.
Area of interest
· Finalization of Accounts ( Accounts Payable & Receivable ) , Taxation and related works, Pay Roll and related matters, Costing,    Export-Import and related matters, Liaising with Income Tax office, STPI, Customs, VAT Office, EPFO & Banking  including Bank facilities, Insurance and related matters, Business Plan and related matters..
PROFESSIONAL Experience

MBA (Finance) Accounting Professional with good experience in  Health Care BPO Services, Tele communication ,IT Services,  Infrastructure and Oil & Gas Sector.
	S S Mobile Technologies Pvt. Ltd.
 Accountant Manager    
(Reporting to Managing Director )


	Okhla, New Delhi 
Sept. 2013  – till date



S S Mobile well recognized Korean  based  service oriented company leading in warranty/out warranty telecommunication products across the country. The company is one of the first company to start the warranty servicing  of Set Top Boxes in the country and today is warranty partner  to number of  foreign companies dealing in Set Top Boxes business. 
Roles & Responsibilities
· Supervises and reviews the work of the accounting staff (cash & bank  reconciliations,  accounts receivable , accounts payable transactions, Verification of  monthly payroll ,  filing monthly / qty compliances returns .

· Timely follow up & collect outstanding amount payments .

· Reviews general ledger on a monthly basis to ensure accuracy of posting.

· Coordinates monthly, quarterly, and annual closing activities.

· Monthly budgeting and financial supporting reports to the Finance Director.
· Reconciliation of monthly review of client Sales Accounts, Sales Invoices.
· Supporting and Providing  statutory Audit documents to C.A 
· Handling Export Revenue Invoices 

· Liaising with Income Tax office, STPI, Customs, VAT Office, EPFO & Banks

· Verification & Approval of all payable invoices 

· Verification of  approx. 2500 transaction per month ( Payable & Receivable ) 
· Providing Un auditing balance sheet & P&L to Directors.
	TMF India Pvt. Ltd.
Senior Accountant   
(Reporting to Manager Finance)
	Sector 62 - Noida
April 2011 – Aug. 2013 



TMF is a well recognized professional services firm providing services covering Accounting, Legal, HR and Payroll compliance with more than 100 offices in over 75 countries.
 I worked for  Aristocrat Technologies India Private Limited ,  A company  which provided  complete gaming solutions and services to USA & all over World. Other clients have included  Geofizyka Torun SP Z.O.O. (oil and gas sector) and Parsons Binckers off India Private Limited (consultancy services to the infrastructure companies).
Roles & Responsibilities:
· Complete Book-keeping (Accounts Payable & Receivable)

· Preparing/Finalizing balance Sheet

· Liaising with Income Tax office, STPI, Customs, VAT Office, EPFO & Banks

· Statutory returns, Overseas Travel Claims, Export Invoices (Revenue Invoices) 

· Bank Reconciliation and Ledger Reconciliation

· Transaction monitoring

· Coordinate with CA , Sales Tax Advocate and Excise Advocate

· Overall review of the work performed by the accounts  team .
	 Globerian / Mediconnect India Pvt. Ltd

Asst. Manager  Accounts   
(Reporting to CFO)
	Sector 63 -Noida
  Sept. 2005- Feb 2011



Worked as Asst. Manager Accounts with Globerian India Pvt. Ltd (Noida), having excellent interpersonal skills with proven abilities in team management and client relationship management. Globerian was found in 2002 to provide services to the Healthcare industry in the US, from its delivery center in New Delhi, India.
Achievements: 

Received Best Employee award for outstanding performance for the year 2005-06 & 2006-2007

Roles & Responsibilities:
Handling complete Accounting, Accounts Payable & Receivable management, Returns, MIS Reports, Internal Audit, Exposure monitoring and coordination with different departments i.e. Admin, HR and IT. 
· Monitoring of Accounting on Tally 9.0 package

· Cash and Bank Reconciliation on monthly basis.

· Maintain Fixed Assets Register

· Maintain  Export invoices & STPI Related documentation

· Responsible for Tax Deduction at Source (TDS) under section 194C, J, 1 & other.
· Handling Internal Auditor Query and Resolve all the Query on time.  
· Reconciliation of  Debtors & Creditors

· Preparing MIS reports and statements such as Cash Flow & P& L

· Providing assistance to C.F.O. in Finalization of Balance Sheet

· Co-ordination with Auditors & Liaising with Banks, STPI , Customs
· Monitoring Accounts Payable & Receivable.

	Ucom Technologies P. Limited

Asst. Manager  Accounts 
(Reporting to GM Finance)
	New Delhi

Sep 1999  –  Sept. 2005




Ucom Technologies Pvt. Limited (subsidiary of Accord Customer Care Solution Ltd, Singapore) is engaged in repair & maintenance of Telecommunication system apparatus & equipments and has renowned clients like Motorola India Ltd, Tata Teleservices Ltd, Alcatel, LG and Hyundai Electronics Co. Ltd. 

Roles & Responsibilities:
· Finalizing computerized books of Accounts on Tally 7.2 package

· Preparing Import Details, Form A-2, Advance Remittance, Direct Remittance, Bill Of Entry

· Handling TDS Activities; Sales Tax, Service Tax & WCT Assessments 

· Reconciliation of accounts such as Bank, Debtors & Creditors and finalization of Balance Sheet

· Making E.P.F. Challan, Form 12 A, Form 10, Form 5, form A-6, P.F. Accounts Register

· Checking of Accounts, inventory details and internal control system of Branches
	Whizkids Infotech Pvt. Limited

Account Assistant
	New Delhi

Aug  1995 – Sep 1999


Worked with Whizkids Infotech Pvt Ltd deals in Software and web site Development as Accounts Asst. from 1995 to 1999 Taking Care for the Vouchers, Purchase & Sales 
Roles & Responsibilities:
· Handling Day Book Petty Cash Book, Cash book, Bank book & Journal book, Purchase Books. 

· Reconciliation of Bank, Debtor / Creditors

· Handling of Customer Invoicing, MIS Monthly and Weekly Reports/ Sale Tax Return  .

Qualifications (Academic / Additional / Professional)

	Qualification
	Institution
	Year 

	MBA Finance 
	Punjab Technical Univ.
	2012

	PGDBM
	Punjab Technical Univ.
	2010

	Graduation 
	PG DAV College, Delhi University
	1993

	Certificate in Tally. ERP 9 , Vat, Service Tax , Payroll , Import Documentation. 
	Accounts Training Centre 
	2009

	Diploma in Computerized Accounting & Office Automation
	Datapro Information Technologies
	1995

	6 Month training in Income Tax, Sales Tax, W.C.T, E.P.F. TDS, Custom .
	Vikas Bhatnager & Company, Chartered Accountants
	1999


Other skills:

· Proficient in Accounting software like Tally 4.5, 6.3, 7.2 & 9.0, ERP 9.
· MS-Office and Windows 

Personal particulars 
Male, Married | Born: 24th  January 1972 | Address: F- 119 , Ground Floor , Lajpat Nagar -1 New Delhi 110024 
Present Salary : Rs.8.20 lacs p.a.
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