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RESUME
                                                   Accounts /Admin / Supervisor
ANIL KUMAR SHARMA                         
+91-8209785437, +91-9782963743 whatsapp
E-mail: aksharma4@email.com; anil4010sharma@gmail.com (Skype: anil4010)


10+ years of Managerial Experience looking forward to contributing my skills and knowledge and grow with

organization.

· Sharma Trading co(GENERAL STORE).(Family Business )as Cashier and Storekeeper (Since 2016 to till date)
· Handling cash counter
· Help customers to select grocery items.
· Receive and count and check items 
· Help inventory 
· Also help in day to day 
· Accounting work. AR/AP/Banking/Reco. Etc 
· International Food Solution, Maldives ( June 2016 – October 2016)
Account Executive cum cashier
CASH EXPERIENCE:

-Management day to day transactions and Petty cash

-Management receipts and payments.

-Banking, deposits, exchange transactions.

-Keep record of collections, inventory, stock count.

-Train new staff and ensure company policies are communicated

-lead staff meetings, manage human resources, prepare delivery orders.

-manage shifts and co-ordination with human resources in effective

manner.

OFFICE MANAGEMENT AND ADMIN EXPERIENCE:

-Process documentation, arrange approvals, coordination with Facilities

management

-Management complete office activities, office equipment record keeping

-assist in recruitments process, shortlist Cvs, perform interviews etc.
· Shriram Transport Finance Co. Ltd, Rajasthan (September 2013 – May 2016)
Accountant 
· As Retail Accountant handled cash & bank transactions; expenses / payments made on the basis of proper sanctions by competent Authority.

· All expenses / payments were made as per Rules / Guidelines of the company / statutory provisions.
· Checked daily sales statements and prepare reports; Sales control cum receivable – checked sales invoices/returns.

· Carried out any other tasks assigned to me by the Manager.
· Giant group of Company, Dubai (May 2011 – August 2013)
Accountant   

· As Retail Accountant handled cash & bank transactions; expenses / payments made on the basis of proper sanctions by competent authority.

· All expenses / payments were made as per Rules / Guidelines of the company / statutory provisions.

· Checked daily sales statements and prepare reports; Sales control cum receivable – checked sales invoices/returns.

· Assisted in MIS reporting to GM accounts and carried out any other tasks assigned to me by the Manager.
· Vanilla Music LLC, Dubai (January 2008 – August 2009)
Accounts Executive
· Made invoices and entry in system; Handled cash & bank transactions.

· Daily sales, receivables, payables, cash & bank report to Head Office; Daily collection report to Head Office.  

· Updated payment registers and prepared daily report of sales.
· Prepared monthly collection target & achievement report and sent Monthly Reports to Accounts Manager.
· Caried out any other tasks assigned to me by the Manager.

· Surat Goods Transport Pvt. Ltd., Mumbai (August 2007 – January 2008)
Credit Control officer
· Co-ordinated with Accounts department for Received Payments and Billing department for updated report on Bills.
· Daily calls & mails for follow up with clients and to visit the clients for reconciliation.
· Updated Payment registers and issued money receipts 

· Daily visiting programs and Daily report for my supporting team (Collection assistants).

· Prepared monthly collection target & achievement report and sent Monthly Reports to Vice president.
· ABC India Ltd., Kolkata  (December 2002 - May 2006)
Accounts Supervisor cum Cashier
· Routine transport work like booking, delivery of goods, receiving and dispatches, taking inventory etc.

· Made payment, prepared Vouchers and made their entry in the computer.
· Carried out Bank Transactions (Like cash deposit, withdrawal, making DD, fund transfer etc.)
· Daily cash bank report and Monthly Business report to Manager.
· Prepared Bills and Bank reconciliation Statement.
· Followed up with customers regarding payment and sent Monthly Data to Head Office.
· Carried out any other tasks assigned to me by the Manager.

· Personal 

      Good communication skills, Teamwork, Pro-active initiative, Enthusiastic and hard working.

· Computer
Good knowledge of Windows OS, MS Office, Tally, Horizon, Focus and Internet and Good Typing skills in Hindi and English

· Diploma from NIIT (Delhi), Jhunjhunu Branch with 1st division in 2001
· Successfully completed B.COM from Jaipur University, Rajasthan with 2nd division in 2000
· Successfully completed H.S.C. from Ajmer Board, Rajasthan with 2nd division in 1997
· Successfully completed S.S.C from Ajmer Board, Rajasthan with 2nd division in 1995

Date of Birth

:   11th Oct. 1979

Marital Status

:   Married
Nationality

:   Indian

  

Languages Known
:   English, Hindi
Passport
            :   G 4817635 valid till 05 Nov 2017

Address

:   Sharma Trading Company, Mandi, Suraj Garh, Dist. Jhunjhunu, Rajasthan
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