CURRICULUM VITAE

Swara Sachin Durge
(Anita B. Pawar)

At: Palekhurd

Near Taloja MIDC

Panvel, Raigad
Contact No.  97691 07375/97688 07375
Email ID- anupaware@gmail.com

Objective: - To utilize my skills in an environment that encourages and promotes mutually beneficial relationship between personal growth and company prosperity.  To have a wide yet sharp array of skills, to be valuable in multiple roles.


  1)  Gauri Acids Pvt Ltd. /Sindhu organics Pvt Ltd. Taloja MIDC

      POST:                       ACCOUNTANT  

     Period – 15 Jan 2013 to June 2015

· Online Payment of All Taxes ( Service Tax, Sales Tax, TDS, Excise, PT )

· Return Tax filling 
· Online Application for C-Form & E-1 Form 

· Passing Entries Purchase, sales, JV, cash, bank in ERP9

· Preparing the Bank Reconciliation

· Maintaining excise register. 

2) Samarth Industries Pvt. Ltd 
Post- Accountant & Administrator

Period – 2nd June 2012 to Dec 2012
· Assist to CA

· Passing Entries Purchase, sales, cash, bank in Tally 7.2

· Preparing the Bank Reconciliation 

· Quarterly Working for VAT & CST Payment

· Handling petty cash
· Handling total bank related work through net banking i.e. RTGS NEFT
· Keeping all record of incoming & outgoing Payments 
· Preparing the Quotations / Making Purchase Order

1) M/S. Lasons India Pvt. Ltd.

Post: - Factory Accountant

Period: - 23rd Aug 2010 to 13th March 2012

Place: - Taloja

· Co-ordination & processing of Purchase Bills ( between Purchase dept & store dept)

· Booking purchase bills in Tally ERP & Passing to Head office for payment
· Preparing sales bills

· Handling Factory Petty Cash(Including Distribution of OT, Salary etc)
· Passing Cash Transactions Entries in Tally.

OTHERS

· Keeping attendance record of Factory Staff.

· Co-ordination with HR dept. all employees related matters

· Keeping Advance payment records of vendors 

· Sending Tally Reports to M.D

2) M/s. Maharashtra Trading Corporation.

Post     : - Accountant

Period: - 1st Aug 2009 to 20th Aug 2010.

Place    : - Kalamboli.


· Passing  Entries  Purchase, sales, cash, bank in Tally 7.2

· Preparing the Bank Reconciliation 

· Handling petty cash
· Handling total bank related work through net banking i.e. RTGS NEFT
· Keeping all record of incoming & outgoing Payments 
· Preparing the Quotations

· Making Purchase Order

3) HDFC Bank

Post     : - C.S.E.

Period: - 1st Oct 2008 to 31st July 2009.

Place    : - New Panvel.


· Opening a bank saving a/c by convincing customer on phone

· Solving quarries of customers related to saving a/c
4) M/s. Sumit Chemicals

Post     : - Accountant

Period: - 1st June 2007 to 20th Aug 2008

Place    : - Badlapur


· Passing  Entries of  Purchase, sales, cash, bank in Tally 7.2

· Handling petty cash
· Bank reconciliation
· Record daily sales Register
· Keeping all record of incoming & outgoing Payments 
· Preparing the Quotations

· Making Purchase Orders

· Record Daily Stock in Excel sheet

B.com Passed from Mumbai University in Mar- 2007 

H.S.C Passed. From Mumbai University in Feb- 2004  

S.S.C Passed from Mumbai University in Mar- 2002 

Appeared for M.com Part II


1)  Basic Computer Course:

MS-Word, MS-Excel, Internet.

1) Completed Tally (9.0) Course

2) MS-CIT


D.O.B.                           : 3rd March 1987
Gender                          : Female.

Marital Status               : Married.

Nationality                    : Indian.

Language Known          : English, Hindi, Marathi.

Hobbies                        : Reading, Music Player.

(Swara s . Durge)
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