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TARUN KUMAR SHARMA
Mob: - + 91 9719001048 / 9997225367
E Mail: - tarunsharmamtr@gmail.com
catarunsharma@yahoo.co.in
POST APPLIED FOR - ACCOUNTS OFFICER / ACCOUNTANT/ ADMIN OFFICER
Aspiring to scale heights in Finance & Accounts with an organisation of high repute. In addition to sharpening my technical and Analysis skills, working in professional and competitive environment had enhanced my communication skills and problem solving ability. Working as a part of professional team has helped me accomplish group task.
Professional Synopsis

· Proficient in preparing and maintaining statutory books of accounts with extensive knowledge in handling TDS, VAT, & Income Tax related matters.

·  Done auditing for various companies, firms and proprietorships, etc.

· Adept at handling day to day cash and accounting functions in co-ordination with internal / external departments for smooth financial operations.

· Deft in preparing financial statements, banking transactions and reconciliations; checking of purchases and sales.
· Proficiency in streamlining the working procedures, formulating cost effective solutions for enhancing the accounting and taxation operations.

· An effective communicator with excellent relationship building & interpersonal skills.

· Spearheaded turn around management initiatives; converted loss making units into profitable units. 
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 Post Article ship Experience Scan
·       Presently My Experience in KD Medical College, Mathura  situated in NH#2 Mathura from 21st June 2014 and my post is Accounts Officer.
· My Experience in Life Line Hospitals situated in Mathura from Sep. 2012 to June 2014 and my post Admin cum Account Manager.
· My Experience in M/s BRIJ HONDA a reputed trading firm situated in Mathura & Authorised Honda‘s Sales n Service station from April 2011 to Aug.2012 and my post is Account Manager. 
· P.R.S & Associates, a Reputed Chartered Accountant Firm situated in Mathura since Octo.2008 to April 2011 as a Auditor Assistant & Accountant, where I earned a rich experience & also developed leadership skills by leading a 9 members team, Also learned to achieve the predetermined goals of the association within the time limits.
· Worked in a ANIL SHALINI & ASSOCIATES A Chartered Accountant Firm situated in Branch Vikash Bazar, Mathura since June 2007 to Sep. 2008 as a Audit Assistant. 

Major Assignment Held for PRS & Associates, Mathura
	About company, Firms etc.
	My Role

	Bajaj Constructions
It is an Architect firm situated in Mathura.
	Statutory Auditor

· Preparation of  financial statement

· Preparation of TDS Return.
· And Preparation of Service tax.

	Sharma Nursing Homes

This is a proprietorship firm. It is a Nursing Home situated in Koshi Kalan, Mathura.
	· Checking Professional Receipts

· Checking Other Exps. Invoice etc,
· Preparation of  financial statement

· Preparation of TDS Return.



	Vipin Nursing Homes
This is a proprietorship firm. It is a Nursing Home situated in Krishna Nagar, Mathura.


	· Checking Professional Receipts

· Checking Other Exps. Invoice etc,

· Preparation of  financial statement

· Preparation of TDS Return. 



Part Time Worked in an Madhav Motors (Mahindra’s Bikes & Scooter Auth. Dealer) Situated in Mathura since Apr 2014 to now as a Part Time Accounts Manager.
And Second Part time working in a DEEP NURSING HOME, situated in Krishna Nagar Mathura since April 2012 as an Accounts Officer on Contract Base.
Accounting / Finance / MIS 
· Preparing and maintaining statutory books of accounts and subsidiaries in compliance with time & accuracy norms.  
· Maintaining statutory books of accounts, ledgers, trials, Profit & Loss A/c, balance sheet and Parties Ledgers & Bank reconciliation of financial statements in compliance with the norms.
Auditing & Taxation
· Handling the complete planning & management activities for ensuring completion of audits within time. 
· Preparing tax plans and ensuring timely assessment and filing of TDS, Income Tax Return, Sales Tax, and Bank Reconciliation. 
· Making audit reports and making recommendations in order to ensure that accounts are prepared and maintained in conformance to statutory obligations. 
· Implementing sound audit policies & effective internal controls. 
IT Skills
· “CCC” Certificate Course 

· Skilled in operating Tally 7.2 and erp-9 & other Accounting Software & Internet.

· Manually Income tax Return, TDS, Service Tax & VAT (Sale Tax) Return form Preparation etc.
· Conversant with MS-Office Applications (Good knowledge in Excel / Word).
Scholastics

B.Com.

Dr. Bhim Rao Ambedkar University, Agra.
M.B.A. 
Manav Bharti University, HP. 
Personal Portfolio
Father Name
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Shri R.M Sharma

Date of Birth

: 
24th July, 1989
Permanent Address
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Mahaveer Nagar, Krishna Nagar, 
Mathura-281004 (UP)
Language
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English & Hindi
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