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HANWANT SINGH
                  




       
       Communication Address:







       Hanwant Singh S/o Shri Mohan Singh Behind Patasi Bai School, Pratap Bazar,






            RANI STATION, Dist.-PALI (Rajasthan)






PIN-306115








           
        Mobile No. 98294-77580

Email : hanwant.singh@gmail.com
PROFESSIONAL OBJECTIVE:

To work in a dynamic environment to enhance my professional growth through continuous learning and delivering the best to all challenging and drastic task to provide solutions to the organizations to whom I serve.

ACADEMIC QUALIFICATIONS:

	Class
	Board/ University
	% age

	10th
	R.B.S.E. Ajmer
	45%

	10+2
	R.B.S.E. Ajmer
	42%

	B.A. 
	Jai Narayan Vyas University, Jodhpur
	40%


ADDITIONAL QUALIFICATION:

· O level Diploma in Computer Applications from DOEACC, New Delhi.
· A level Diploma in Computer Applications from DOEACC, New Delhi (Under Going)
WORK EXPERIENCE:

· Three Years and 10 Months working experience in M/s Malviya Agrico as Accountant/Computer Operator/Office Assistant.
· Two Years and 9 Months working experience in M/s P.N. Processors, Pali as Accountant/ Office Assistant.

· Six Years and 7 Months working experience in M/s Marudhar Agrico, Rani as Accounts/Administration Manager. (I have performed multitasking jobs for this post.) 
· Presently working in Shri Parshwanath Jain Vidhyalaya, Varkana as Senior Accounts Manager from January-2013 
ABILITY & STRENGTH:
· Management of day to day accounting transactions and entries in accounting software.
· Manage petty cash, preparation of payment, receipts, journals, sales and purchase vouchers and entries in the software.

· Preparation of Bank Reconciliation, Cheque preparation for timely payment to vendors/suppliers, scrutiny of ledger accounts.

· Timely deduction of TDS, TCS, Service Tax, VAT, CST, P.F. etc and timely deposit in Govt. A/c for statuary compliance.  
· Prepare Schedule’s for Balance Sheet formation, Prepare Trading A/c, Profit & Loss A/c and Balance sheet.

· Calculation of Depreciation for respective blocks and prepare depreciation chart. 

· Well versed with working in Tally9.ERP Software (7-8 years working in Tally software).
· Assist Auditors regarding any query for accounting transaction and Balance Sheet finalization.  

· Maintain Accounts related documents and filing system.

· Also manage H.R. related work like as taking attendance of employees, Salary preparation, leave calculation, Bonus calculation, Provident fund deduction and deposit and submit online returns on EPFO website and maintain the records for the same.
· Well versed with electronic communication systems such as Fax, Scan, Email and sending and receiving the documents through Email and Internet.
· Well versed with self correspondence by the way of Email and Letters (Hard copy). 

· Prepare various MIS reports as per requirements.
· Also experience to prepare dispatch schedule for finished goods of TATA AGRICO which to be sent to various consignment agents in various states of India.

· Prepare monthly production plan and prepare dispatch program accordingly. 

· Line up with transporter for timely lifting of material and to be delivered timely at the destination. 

SKILLS:

· Self regulated and open to learn.

· Hardworking, confident, honest and disciplined. 

· Excellent Communication skills and interpersonal learning and organizing skills.

· Organized, Quick Learner and high achievement motivation.
· Work bound and result oriented.

· Can adapt changes, accept challenges resourcefully.
· Excellent Presentation, Problem solving & analytical skills.

· Well versed with basic computer applications.
· Well versed with email communication and correspondence independently.  

PERSONAL DETAILS :

Name


:
HANWANT SINGH 
Father’s Name
             :
Sh. Mohan Singh
Date of Birth

:
10-11-1975
Marital Status

:
Married
Sex


:
Male

Nationality

:
Indian

Language Known
:
English, Hindi & Rajasthani
Native Place

:
Rani, Rajasthan
Current Place 

:
Rani, Rajasthan

Salary Expected
:
Negotiable

It will be honor if a chance is given to me to serve your organization. I assure that I will give my all dedication and devotion to bring excellent results.

Place: Rani







   
Date:      

 










Signature












        (Hanwant Singh)
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