SHIV CHANDRA JHA
Rajshoo collection
Tractor co chouk MIDC ,Tamale Complex shop no 5

Front of Nagpur Nagrik Bank

Hingna Nagpur -440016

Email - shiv80_j@rediffmail.com  ,shivjha2@gmail.com    

Mobile – 8796510663/9158928431
_________________________________________________________________

CAREER OBJECTIVE       
Aspire to join an organization that provides me adequate opportunities to learn as well as to apply my creativity and inventiveness to fulfill the requirement of the organization.
PROFESSIONAL EXPERIENCE

	Name of Organization
	Designation
	Period
	Job Responsibilities

	IRB Infrastructure ltd
	Account Officer 
	From 01.12.2009 To Till Date 
Tally ERP 9
	· Bank  Reconciliation 

· Party Reconciliation

· Ledger Scrutiny

· PRW Bill verification & Certification

· Suppliers Bill Verification & Certification

· Monthly Provision of Expenses.

· Petty Cash Handling

· Monthly fund Requirement  Statement As per Budget Approved 
· Preparation of Salary
· Monthly Fund utilization statement As per Budget Approved

· Liasoning with Bank

· Preparing various report as desired by Management.

· Age wise Liability statement
· P&L & Balance sheet Working .
· Maintenance of Cash & Bank Register

· Cash & Bank Voucher Entry
· Service tax,TDS

· Direct & Indirect Tax, Income tax,

· RA Bill Entry



	Afcons Infrastructure Ltd
	Jr officer (Accounts)
	From Jan 08 to 01.11.2009
ERP SAP
	· Maintenance of Cash & Bank Register

· Cash & Bank Voucher Entry

· Bank  Reconciliation 
· Ledger Scrutiny
· PRW Bill verification & Certification

· Suppliers Bill Verification & Certification

· Issue of Form “C”

· Monthly Provision of Expenses.

· Petty Cash Handling

· Monthly Fund Indent

· Liasoning with Bank

· Preparing various report as desired by Management.
· Prepare receivable statement & Turnover statement

· Purchase booking

· Subcontractor & hire bill booking

· Salary & Wags Payment

	SMS Infrastructure Ltd
	Jr Officer (Accounts)
	From Jan’07 to Dec 08
Head office meanu
	· PF Job
· Service Tax & Sales Tax
· Issue of Form “C”

· Bank Reconciliation 

· Cash & Bank Voucher Entry

· Ledger Scrutiny

· Preparing various report as desired by management.

	Windals Pvt LTD
	Jr Officer (Accounts)
	From Jun’04 to Dec 06


	· Cash & Bank Voucher Entry

· Purchase
· 


QUALIFICATION


· B.Com from Nagpur University Maharashtra, II Division in 2004.

· Higher Secondary from Nagpur University Maharashtra, II Division in 2001.

· High School from Nagpur University Maharashtra, II Division in 1999.

COMPUTER EFFICIENCY

 I have  working  Knowledge in ERP SAP Package based on Oracle program in. 
· I have working knowledge in Accounting Package (Like Tally ERP 9,4.5, 5.4).
· Knowledge of Microsoft Words, Excel, Power point, Office 2000. Familiar with Windows 98, XP.      
· Comfortable with DOS , MS Office, Internet  Applications software
· AFCONS INFRASTRUCTURE LTD. Has also given training in ERP Salary Package Module.
PERSONAL MEMORANDA

Father’s Name                      : Mr. Ved Narayan Jha

Permanent Address

: C/O Shivam Automobile,

  Tractor co Chouk, M.I.D.C. Hingna Road,

              Nagpur - 440016
Date of Birth


: January 05, 1980

Marital Status

: Married

Nationality


: Indian
Gender


: Male
Languages Known

: Hindi, Marathi & English 
Personal Traits


· Hard worker & Sincere.
· Steady learner.
· Ability to communicate effectively.
DECLARATION


               I do hereby declare that the particulars furnished above are true to best of my knowledge and belief. If given an opportunity, I shall discharge my duties to the entire satisfaction of my superiors. 

Date
Place – Nagpur






   Shiv Chandra Jha
