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AMBUJ JAIN   
875 SARASWATI VIHAR                                                       CONTACT NO: +91- 9582105476
M.G.ROAD - GURGAON,                                                          EMAIL.ID:  jainambuj8819@gmail.com                                                                                                                                                                                                                        
To enter in to long-term relationship with a professional organization, which provides a very challenging team, based work environment where I can foresee a satisfying career growth where I can grow and utilize my skills, knowledge and contribute in the growth of the organization through dedication and honesty.
WORK EXPERIENCE
1) Currently working with  NGK Spark Plug India Pvt Limited from  21st August 2017 till date The Profile mainly included

· Managing invoicing team and ensuring correct and timely invoicing with all statutory obligations.

· Monitoring and approving the vendor payments and customer receivables of the organization.
· Handling Sales and expense accounting for the organization and timely settling the customer and vendor accounts.
· Preparation of monthly sales and order reports for the organization.
· Preparation of distributor incentive schemes and disbursement to distributors there off.

· Preparation and analysis of monthly customer aging report and reporting the same to management.
· Preparation of annual budgeting and forecasting plans for the organization 
· Monitoring the accounts payable and receivables for the organization.

· Preparation of Distributor and region wise profitability reports for the organization.

· Approving and processing the employee TA/DA claims and payments.

· Preparation  of monthly sales, expenses and order status MIS reports for the organization

2) Worked with Eastman Auto and Power Limited as Assistant Manager - Accounts from 14th July 2014 to 17st August 2017.  Profile mainly includes ;

· Budgeting and forecasting of Expenses and Revenue

· Preparation of annual business plans  of the organization and MIS for management

· Handling G/L accounting, Accounts payable & receivables of the organization.

· Performing  Expense Management & Cost control for the organization
· Assisting in preparations of balance sheet and books of accounts closure.

·  Reconciling Vendor and customer a/c and monitoring the settlement of the accounts.
·  Monitoring and approving  Accounting  for expenses and Revenue
· Performing internal audits functions and Handling statutory Auditors.
· Assisting in Preparation of Capital Deployment reports.
· Assisting in preparation of Segment profitability  reports Product and Team wise

·  Handling Payroll and employee reimbursements & Claims

·  Handling  Foreign Branch Accounting and expenses

· Preparations of TDS and other taxation reports.

· Handling and settling employee foreign travel imprest and accounting for the same.

3) Worked with Kddi India Private Ltd as an accounts executive from 03-Dec-2012 to 20- Feb-2014 .Profile mainly includes:

· Handling accounts receivables and payable of the company

· preparation of customer aging reports and Reconciling customer accounts
· Accounting for revenue and accrual of the organization
· Reconciling the intercompany balance with other subsidiaries

· Performing audit functions and participating in statutory audit 
· Preparation of MIS reports for the company 

· Handling invoicing for the company and respective branches 

· Calculation and allocation of foreign receipts, calculating the transfer gain or loss  

· Calculating the output taxes and preparation of the reports for those taxes
· Handling branch reconciliations

· Preparation of Budgets and provisions 

4)  Worked with ACL Wireless Limited as an Accounts Executive from 18 July-2011 to 10 Sep-2012 . Profile mainly includes;

· Investment  analysis & accounting , valuation of investments as per AS-13

· Fixed assets accounting, calculating depreciation on fixed assets and writing-off of deprecation.

· Preparation of management reports, preparing of reports related to overall companies expenses, branches expenses & head office expenses

· Assisting in Payroll accounting & salary disbursement

· Assisting in foreign branch accounting, calculation of foreign branch expenses,

· Handling Accounts Payable, Vendor claim processing & reconciling vendor accounts.

· Preparation of budgets for branch office, head office & consolidated master budgets for the company,        analyzing variances in budgets.

· Performing Audit functions, assisting in internal audit & participating in statutory audit

· Calculating Service Tax& TDS, preparation of reports related to TDS,

· Analyzing cost related  branch office expenses & head office  , allocation of cost to respective accounts
· Preparation of bank reconciliation statements, reconciliation of accounts with Indian & Foreign banks.
· Handling Employee claim, calculating staff imprest.

· Preparation of Vouchers and posting in accounting system TALLY

PROJECTS UNDERTAKEN

1) Completed a research project on” Dividend Policy” and has analyze the dividend structure, cost of dividend Impact of dividend on share prices, role of insider trading in the company and factors affecting the dividend policy.
2)Completed summer internship in Educomp Infrastructure and school management limited in accounts and finance department on the topic “ Corporate Accounting “ and has studied the various aspects of accounting and financial management in the corporates.
PROFFESIONAL CREDENTIALS
Masters of Business Administration (MBA) in FINANCE in Batch of 2009-2011 of Uttar Pradesh technical university secured 70% marks.
ACADEMIC QUALIFICATION

	Graduation (B.Com.)
	Dr. B.R. Ambedkar University
	2009
	56%

	XIIth
	St. George’s College, Agra  affiliated to ICSE Board
	2006
	65%

	Xth
	St. George’s College, Agra affiliated to ICSE Board
	2004
	60%


COMPUTER PROFICIENCY

· Tally accounting Software

· SEMS ( Payroll Accounting Software )
· BUSY Accounting software

· Microsoft AX dynamics
ACHIVEMENTS & EXTRACURRICULUR ACTIVITIES

· Awarded with best initiative awards by last organization.
· Awarded with best costing saving initiative award by last organization. 
· Won a certificate from Help Age India for raising funds for old age people & orphan children’s.
HOBBIES

· Listening music

· Traveling

· Interacting with people
PERSONAL SKILSS & INTEREST
· Quick Learner

· Good Communication skills

· Leadership Quality

· Can work effectively in teams, as well as individually.
PERSONAL DOSSIER

· Father’s Name              :      Mr. Sunil Kumar Jain

· Mother’s Name             :      Mrs. Mamta Jain

· Date of Birth                  :     15 August 1988

· Linguistic ability          :      Hindi , English

· Strength                          :      Honesty, Hard work , Focused

· Permanent address     :      A-30 Alok Nagar , Jaipur House ,Agra

DATE:
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