SUMAN RAJPUT



° DETAILS °
Sector 44, Noida, India, 201301
 +91 – 9582119949
 sumanrajput2011@gmail.com


° LANGUAGES °
Bilingual

English

Hindi



° HOBBIES °

 Listening to Music
 Traveling

[image: ] CAREER OBJECTIVE
I am self Highly motivated professional with a proven track record of delivering accurate reports and high-quality service with a sense of dedication toward my duties with the sole aim of seeing the progress of the organization.

  CORE COMPETENCIES
Financial and Accounting Operations ~ MIS Reporting ~ Receivables & Payables ~ Taxation Compliance ~ GST ~ TDS ~ Treasury ~ Inventory ~ Tax Audit ~ Statutory Audit ~ Internal Audit ~ ERP (SAP) Implementation support ~ Budgetary Control

  PROFILE AT A GLANCE
· Proven track record of 7+ years in managing and executing a wide range of financial operations, specializing in establishing finance/accounting functions and compliance management.
· Recording the business transactions, reconciliation of bank, vendor, and statutory/ tax compliances, and same report to Management (R2R Process).
· Experienced in SAP B1, Tally ERP & Tally Prime.
· Experienced in handling Tax Audits and statutory audits.
· Dynamic follower who thrives in high pressure and team atmosphere.
· Good Knowledge of Export, Import, GST & TDS.
   KEY SKILLS
TECHNICAL
· SAP B1, Tally ERP, and Prime.
· Knowledge of tax preparation software like Webtel & Cleartax.
· Microsoft Suite – Excel, Word
· Information Technology – Basic Networking Skills.

PERSONAL
· Effective: Able to maximize the result generated against the time spent on it.
· Time Management: Manage time effectively by prioritizing tasks and being aware of distinguishing between urgent and important.
· Self-awareness: Awareness of personal strengths, weaknesses, interests, and things that drive one to perform well.
· A proven high performer and a quick learner.
· Detail-oriented and organized professional with extensive experience in accounting systems.

  INTERNSHIP
       Assistant Account Executive at Mukesh Om Gupta & Associates [CA Firm], Noida
Jul, 2013 – Aug, 2014

Job Summary: Assist my superior by providing details related to cases of firms and companies.

· Booking and maintaining all types of Vouchers.
· Preparation of VAT Details (Annexure, Online Return: Form-24, Manually: Form- 52, e-Form downloading i.e., Form-38, Form-C, Form-21).
· Posted receipts to appropriate general ledger accounts.
· Monitored Payments due from clients and promptly contacted clients with past due payments.
· Balanced monthly general ledger accounts to accurately record cost and month-end accruals.
· Created daily and weekly cash reports for accounting management.



  EMPLOYMENT HISTORY

       Account and Finance Executive at Avish Global [Star Export House], Noida
         June 2022 – Present

Job Summary: The Executive Accounts provides functional support to the CEO for smooth Operations of the organization.

Functional Responsibilities:
Daily Base Work
· Timely entry of A/R Invoices, A/P Invoices, Credit Memos, Journal Vouchers in SAP and reporting of Financials, General ledgers, and business partners.
· Booking of Export sales Invoices and process for further clearance.
· Process of E-Invoice.
· Process of domestic payment vide net banking.
· Correspondence with the bank through e-mail and physically.
· Correspondence with the Overseas Debtors for exports and Inward remittances and Overseas Creditors for imports and Outward remittances.
· Miscellaneous MIS Detail for reporting to HOD.

Periodically Work

· Working of Indirect Taxes for the organization:
I. GST
i. Preparation and filing of details for GSTR-1.
ii. Reconciliation with GSTR-2B and provide the details to the sub-ordinate for follow-up.
iii. Preparation and filing of details for GSTR-3B.
iv. Preparation and filing of details for GSTR-9.
v. Preparation and Submission of Challan.
II. Preparations and submission of Custom duty by using the portal.

· Working of Direct Taxes for the organization:
I. TDS
i. Preparation of TDS Details, checking the entries from all the aspects
ii. Preparation and Submission of Challan.
iii. Preparation and submission of Return.
II. Income Tax
i. Preparation of projected data and Advance Tax Calculation of organization.
ii. Preparation and Submission of challan for Advance Tax and for Assessment.
· Adjustment and booking entries of Exchange Fluctuation of Overseas debtors and Creditors.
· Submission of Documents for remittances and Shipping Bills settlement and for issuance of e-BRC and making issued details.
· Preparation of documents for the RODTEP Scrip & application for the license.
· Submission and application for Certificate of Origin and GSP.
· Documentation for Import and settlement of that.
· Preparation of foreign payments with 15CA and 15CB.
· Preparation of Bills Payable and Bills Receivable.
· Foreign Currency Receivable and Payable.
· Preparation and submission of Refund of ITC.
· Submission of Challans of PF & ESI.
· Preparation of Financials.
· Depreciation as per the Companies Act &   Income Tax as well.
· Renewal of DIN of Directors.
· Preparation of documents and applications for various licenses for the organization:
I. Registration for Council for Leather Export and renewal of it.
II. Registration for DGFT.
III. Renewal of IEC.
IV. Registration at ICEGATE.
V. PIMS Certificate






Account Executive at Parasnath Enterprises (Import & Trading), Noida and Ukraine
Sep, 2014 to June, 2022

Job Summary: The Executive Accounts provides functional support to the Deputy Manager for smooth Operations of the Department.

Functional Responsibilities:

Daily Base Work

· Correspondence with the bank through e-mail and physically.
· Correspondence with the overseas creditors for shipments and debtors for the receipts.
· Timely entry & maintenance of all types of Vouchers.
· Adjustment and booking entries of Exchange Fluctuation of Overseas debtors and Creditors and maintain detail in Excel.
· Miscellaneous MIS Detail for reporting to HOD.
· Booking of Export sales Invoices and process for further clearance.

Periodically   Work

· Preparation and submission of GST Returns i.e., GSTR-1 and   GSTR-3B of different States branches.
· Reconciliation of GSTR-2A and provide the details to the sub-ordinate for follow-up.
· Preparation of TDS Details and checking the entries from all aspects.
· Submission of Documents for remittances and Shipping Bills settlement and for issuance of e-BRC and making issued details.
· Preparation of tax payable for the next month.
· Preparation of Bills Payable and Bills Receivable with the aging.
· Foreign Currency Receivable and FCY Flow statements.
· Preparation and coordination of Sales Tax Return Report of UP VAT.
· Prepare various types of reports i.e., Form – C receivables, Form – 38, DS 2, For 402, and work completion report at construction site.
· Preparation and coordination of Sales Tax Returns and other Reports of UP VAT.

  EDUCATION

MBA, Sikkim Manipal University
June 2014 – March 2016

B. Com, University of Delhi
July 2010 – March 2013

Intermediate, CBSE Board
April 2009 – March 2010

Matriculation, CBSE Board
April 2008 – March 2009

  ADDITIONAL INFORMATION

Father’s Name: Mr. Bhagwan Singh
Religion: Hindu
Gender: Female
Marital Status: Married
Nationality: Indian
 DECLARATION
I hereby declare that all the information given by me is true to the best of my knowledge.

Date: 								Suman Rajput
(Signature)
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