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ASHA B PATEL
 Malad (E), 
Mumbai: - 400097.
 🕿 Cell No. +91 8080726769
Email: aashaap99@gmail.com 
To make a career with a company where my mental ability & inter personal skills can be utilized in contributing to the profitability of the company and which provides me an opportunity of continuous learning.

“Perfection has always been the driving force and Innovation has been the key of success.”
The best is yet to come…
cational details
Educational Qualification
· M. Com from Mumbai University in April 2013 Securing 2nd Class.
· T.Y.B Com from Mumbai University in March 2010 Securing 1st Class.
· H.S.C. Pass from Mumbai University in March 2007 Securing 1st Class.                                     
· S. S. C. Pass from Mumbai University in March 2005 Securing 1st Class.  

Computer Proficiency 
· MS Office (Word, Excel, PowerPoint) Advance Excel
· Tally ERP 9, Tally ERP Prime, Spectrum, QFA, Wings Accounting
· Familiar with Outlook, Corel Draw


Professional Experience 
Real Plastics (Manufacturing of Plastic Articles)
· Period: Jan 14 to Jan 2024 Responsibility: Accountant

Exposed to -
· Responsible for accounting entries like Purchase, Receipt, Payment, Expenses, Petty Cash, Provision & depreciation etc...In Tally ERP9  
· Maintaining Bank Reconciliation & day to day banking functions.
· Maintaining Factory & HO coordination. 
· Responsible for Monthly creditors planning with management & payment
· Responsible for Deduction of Employee & Party TDS , TCS, PT Payment & working for TDS/ PT Return & TDS Demand. 
· Responsible for Quarterly/ Yearly filing of e-TDS/ E-PT returns & downloading the TDS certificate from TRACES & Issuing TDS Certificate (FORM 16A).
· Responsible for MIS Report (Monthly Stock, Receivable, Payable...etc) as per required by management.
· Preparation of Scrutiny paper required for Assessment by the assessing officer under the Income Tax & Audit Purpose as inform by CA.
· Ad-hoc tasks/ projects when required & Liaise with auditor.
· Partners Travelling, Hotel Booking etc arrangements did.


Pratap Plastics (Manufacturing of Plastic Articles) 
Brand Name:  pratap 
Period: December 2010 to December 2013  (4 Years) Responsibility: Account Assistant

Job Profile
Accounting Work Profile:
· Payment Entries in Accounting Software (Wings).
· Account Statement send to Distributors/ Dealers in every Weekly or Monthly.
· Balance confirmation Letter Monthly, Quarterly to all The Dealers.
· Follow up for accounts receivable & Settle the Account as per Book.
· Preparing HUNDI (Big Bazaar) Documentation for Payment.
· Exporting & Preparing Sales Report Party Wise, Agent wise, Item wise, etc…

Other Work:
· To follow up all enquiries, preparing Proposals/Quotations/Pro forma Invoice.
· E Mail Drafting, Other Email reply.
· To respond quickly and efficiently to all in-coming sales enquiries, by telephone, fax and email, 
Preparing brochures as required.
· Providing Products related detail to Enquired Party.
· Chainstore Correspondence.
Process or Order related Correspondence (PO to Payment)
· Multi Tasking work.

Choudhary & Jain (Chartered Accountant)
Period: May 2010 to November 2010 
Designation: Operation Executive

Job Profle : Backoffice work
   
Personal Detail1                                           Personal details 
   Date of Birth	: March 29, 1990
   Citizen		        : Indian 
   Sex			: Female 
   Marital Status	: Single
   Language		: Hindi, Gujarati, English, Marathi 
   Demeanour	: Adaptive, sincere, hardworking, and enthusiastic. 
   Hobbies		: Reading Book, Cooking Healthy Foods, Physical Movement, Listening Music,
                                           Explore nature, Learn new skills, Sustainable living, Art & Craft work with kids

Date: 
Place: Mumbai
Asha Patel
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