SHWETA S. GANDHE 
Mobile: +91 9594479737         
E-Mail: shweta_gandhe@yahoo.co.in 
Job Objective

Seeking assignments in Accounting Operations/Payroll Management/General Administration & Co-ordination with an organization of high repute preferably in Mumbai
Profile Summary
· A dynamic professional with 10 years of experience in Accounting Operations, MIS Reporting, Reconciliation, Taxation (Service Tax & TDS) and Sales Co-ordination & Administration
Core Competencies

General Accounting


               Coordination
Organisational Experience
Currently Working with R. B. Exports/Volkem Chemicals LLP ( Nov’19 to till date )
· Daily Accounting, Banking, Reconciliations, Personal A/c.s

· Foreign Remittance, Document Preparation, 15CA/CB Certificates,

· Salary Processing, CC JV , Reco, Payments, Personal A/cs.
· Taxations ( TDS , GST , PT )

· Invoicing, Purchase, Sales, Preparation of Debit/Credit Notes.

· Shipment Data Maintenance, Follow up for Issue of Insurance Policy(Marine/Other).

· O/s. Mails sending, Vendore Reco., Salary Preparation.

· Petty Cash Handelling., NEFT/RTGS Processing, Payments, Receipts etc.

· Booking Forward Contracts, Mainte. Data, Dollar Hedging.

· Renewal of our Various International Certifications., Foreign Remittance Inward/Outwardco-ordination & correspondence with Bank.

“ Minal Securities Pvt Ltd.” As Accounts & Back office Executive ( Oct.’16 to Sept’19 )
· Basic Accounts (  Payments , Vouchers, Receipts, Preparing chqs etc. For Co./Personal A/c.)
· Petty Cash Vouchers , Bala. Mainte. , Voucher Entry, RTGS/NEFT, CC Reco. Payment.
·       Salary Processing, Mainte. of Leave Records, Salary Sheets Preparation, Assist in Form 16 Prepara
· Personal A/c.s ( Payments, Receipts processing,  BRS  )

· Taxation payments. ( Profe. Tax , TDS, GST ) – Return Data & Filing.
· Assist in Finalisation & Audit. , Depreci. & other calcu. On Basic level.
· Banking activities , Correspondence, Follow ups., Bank Reco.
· Ledger Reconciliation, Dr./Cr. Reco., Bill Merging, Broker Inte. Calculation.
· Rent entries, Rent transfers, Other Back office dometa. Work 

· Fixed Assets , CC Booking etc. Payments for the same. Filing, Stock Reco.

· All other Back office & Admin Work. ( Letters etc. ) , AMC Renewal.
· Audit Assistance for Data, Documents.
“Quest Profin Advisor Pvt. Ltd. As Accounts & Admin Executive ( Aug.’14-Sep’16 )
· Basic Accounts (  Payments , Vouchers, Receipts, Preparing chqs etc. )
· Personal A/c.s ( Payments, Receipts processing & updating, BRS  )

· Petty Cash Vouchers & Balance maintenance., Bank Reco., Cash Bank Status.
· Salary Processing, Employee Expes. Reimbursement processing, Full & final settlement.

·       Maintenance of Leave Records, Salary Sheets Preparation, Assist in Form 16 Prepara. 

· Maintaining Investment Declaration Data , Collecting Documents, 26 AS Reconciliation.
· Taxation payments. ( Profe. Tax , TDS, S. Tax ) – Return data preparation with auditor’s help.

· RTGS / NEFT Processing, Credit Card Reco., Entries, Payt, Banking Co-ordi., Correspondence.
· Attendance Maintenance, Prepa. Salary Slip, Debit Notes, Invoices, O/s. Follow up.
· Preparation of Pos., Administrative work ( AMC & other office mainte. ) , Preparing Quotations etc.

· Admin activities like AMC Renewal co-ordination etc. Maintain proper filing.

· Ledger Reconciliation, Balance confi. after verification with books ( Drs. & Crs. )
· Audit Assistance, TB, Schedule, P/L Preparation with Auditors.
M/s. KnoWerx Education Pvt. Ltd. as AR/AP Executive & Operation Executive ( Jul.’11-Aug.’14)
· Executed outstanding follow-ups for recovering the balance payments from customers

· Accountable for releasing of payments & Credit Card payments, Reco. Of CC, Verifying transactions.
· Responsible for the activities related to:

· Bank Reconciliation , Inter Co. Reconciliation, RTGS / NEFT Processing.
· Petty Cash Vouchers, Sending Cash & Bank status on Daily basis., Asset A/c.
· TDS, Service Tax , PT E-payments & Returns 26 AS Reconciliation, Drs. & Crs. Reconci.
· Filing of vouchers (Payments, Receipts, Cash, etc.) , MIS Database.
· Handled the system of sending greetings & wishes
· Handled salary processing, leave record maintenance of staff, Full & Final Settlements.

· Preparation Foreign Remittance Documents, Form 15 CA & other documents Prepa. To send to bank.
· Placed online orders  for books & APICS material and maintained invoices of the same

· Successfully tracked information, Forwarded certificates of candidates 

· Constructed & processed fee receipts in database, sending of books & documentation for the same.

· Audit Assistance, Debtors & Creditor’s Balance Reconciliation, Preparation of P/L, B/S.
· Managed inventory of books and entering stock at every fortnight

· Prepared the accounting calculation sheets for no. of exams held center wise & handle Payt. Handle Personal A/c.
Apr’04-May’11 with M/s. Sumangal Artech, as Office Assistant

· Handled all the office correspondence

· Organized dispatch orders & quotations

· Filed the documents (Challans, Quotations, Orders, etc.) 
· Handled online share trading
· Developed statements in MS Excel like consumption, stock, shares statement and responsible for receiving & transferring the calls
· Attended the telephonic calls related for the Technical Director

· Successfully built voucher entries in tally and followed up with customers for the payments
· Prepared of invoices, challans, quotations
· Handling Reception ( EPABX ) & Admin Activities. Filing.
· Maintained the following:

· Records, payments and cheque depositing

· Office registers like bill, challan, petty cash and cheque register
· Data regarding purchase orders, inventory
Education
· B.Com. from Gokhale College, Mumbai, Mumbai University in 2003
· 12th from Gokhale College, Mumbai, Mumbai Board in 2000
· 10th from Suvidyalaya, Mumbai, Mumbai Board in 1998
IT Skills

· Well versed with MS – Word, MS – Excel, Tally ERP 9, Windows – 98 and Internet Applications
· Sound knowledge of Tally, ERP, BI – Tools, Lotus Notes, Open office, MS – Outlook.
Extramural Engagements

· Participated in Kabbadi, Judo and Cricket at college level
Certificates 

· Completed Certificate Course in Information Technology from CSI – Borivali with 61% in 2004
· Completed MS – CIT (Maharashtra State Certificate in Information Technology) with 79 % in 2004
Other Course

· Completed Advanced Excel Course from CSI – Borivali in 2013
Personal Details
Date of Birth:


10th July 1982
Languages Known:

Hindi, English and Marathi 

Current Address:
 
11A/356, Yoganand Society, L.T. Road, Vazira Naka, Borivali (West), Mumbai-400091, Maharashtra 
