Date : 29th October,2019

From :

Present Address :-




Permanent Address :-



Raval Gitesh G.




G-503, Panchsheel Residency,

103, Mount View C.H.S.,



Near Vandematram Chokdi,

Plot No.97, 





Gota Road, Ahmedabad,

Sector- 19, Kharghar




Gujarat. India.

Navi Mumbai, - 410 210



Pin-382481

Maharastra, INDIA.






To,
The  Personal Manager

	M/s.   


	

	

	


Sub:-  An Application for the suitable post. 

(Liasioning / Logistics / Administration /Audit /Accounts  /Marketing Dept.)  

Dear Sir,

I here by submit my Bio-Data for your kind perusal.

It is needless to state that if given a chance to be associated with your esteem organization. I shall exert my best influence to discharge duties entrusted to me diligently and to the entire satisfaction to my Superiors & Management.

I hope that the particulars stipulated in my Bio-Data is true to best of my knowledge & will meet your requirement and also hope for an interview at your convenience to prove my efficiency.

Thanking you,

Yours Sincerely,

( Raval Gitesh G.)

B I O – D A T A
Name 


: Raval Gitesh Ganpatram

Present Address 
: 103, Mount View, Sec-19, Kharghar, Navi Mumbai.




   M..0091-09324294448 , 9653608596

E-Mail Address
: ravalgitesh@rediffmail.com
Permanent Address 
:  G-503, Panchsheel Residency, Near Vandematram Chokdi,

                                       Gota Road, Ahmedabad, Gujarat, India
Date of Birth 

:  19th December,1965
Religion Cast

: Hindu Brahmin (Gujarati)
Marital Status

: Married
Sex


: Male
Language Known
: Gujarati, Hindi, English.

Experience

:

(a) Presently working with Asia’s largest manufacture of Liquid carbon - dioxide       

      M/s. Sicgil Group  as  a  Manager  –  Internal Audit & Regulatory   since  10th

          March,2005.- Handling Internal Audit / Liasioning / Commercial / Legal /

      Logistics / Accounts / Marketing / Purchase  Department. ( All over India Base ) 
(b) From 17th August,1998 to 12th March,2005 I had worked in M/s.Vadilal Group
     ( Industrial Gases Unit) as a Accountant at Vapi,Gujarat.

(c) From 1st October,1991 to 16th August,1998 I had worked in M/s.Jindal Group as a

     Jr. Accountant at Ahmedabad, Gujarat.

(d) From 21st July,1987 to 30th September,1991 I had worked in Asia’s no 1 Transport

      Company M/s.TRANSPORT CORPORATION OF INDIA LTD. as a Clerk

      cum Cashier at U.P. & M.P.
Qualification

: 

                                      (1)  B.B.A. ( Bachelor of Business & Administration ) 

                                       (2) M.B.A. With Finance & Marketing subjects.

Present Salary : Rs.94305/- per month (Gross)  + Allowances

Expected Salary – As per your norms
Good Contacts with Union / Labour / Govt. Offices., Good understanding with All State people (Staff / Internal / External).
JOB RESPONSIBILITIES :
TREASURY & ACCOUNTS :-

· Funds Planning & Cash Management.

· Bank Reconciliation’s

· General Ledger, Subsidiary Ledger & Cash Book

· Debtors & Creditors Age-wise Analysis & Reconciliation.

· Credit / Debit Notes, Assets & Purchase Journals & Registers.

· Sales Invoice Reconciliation.

· Vouching of Invoices, Vouchers, Journals etc.

· Rate master updating.

· Ensuring the correctness of cylinder accounting.

· Data backup and other correspondence to Head Office.

· Advances and settlements.

STATUTORY :-

.
Audit for all Department

· All Excise Registers.

· Weekly / Monthly / Annual Returns of Central Excise.

· Handling of Excise Audits.

· Job works if any and related statements for the same.

· Accountability of CT-3 form received and supplies made against them.

· Timely submission of AR3A to customers and to the department.

· Monthly/Quarterly/Annual Returns pertains to MST/CST/VAT.

· Sales registers, Reminders for C-Forms, timely submission of C-Forms.

· Purchase Registers & issuing of C-forms and maintaining the account.

· Recovery and remission of Tax Deduction at Source.

· Timely submission of PF/PT/EDLI and other dues.

· Logistic and Transport Department

M.I.S. :-

· Preparation of Master / Yearly Budgets.

· Sales/Collection, C & F Form, Cr.Dr.Note issue to party.

· Party Visit to all over Customer and Public Relation.

· Variance Analysis of budget with actual on monthly basis.

· Cost of Production / Cost Sheet for the products month wise.

· Annual reports required for Finalization of Accounts, Assets Capitalized.

· Stock reconciliation – product wise, source wise.

· Monthly reports of Debtors collection policy, Cylinder Rotation etc.

· Daily report & analysis.

OTHERS :-

· Customer & supplier data base, Customer complaint analysis.

· Involve in all administrative, Stores, System aspects.

· Liasioning with Head Office on all Accounting  /Audit issues.

· Any other jobs assigned by the superiors/ management.

