Shweta Arora
A-2/107C, Keshav Puram
New Delhi- 110 035
Tel.:  0-9871936540
Email: Shweta.aroraa@gmail.com
Career Objective

· To work & grow in an intellectually challenging and competitive work environment to attain high goals and targets of the organization within stipulated time and to be always on learning curve.
Work Experience

1) Name of the Organization
:
Ernst and Young Private Limited
Job Position


:
Payroll Accounting/Finance
Duration


:
Since 10th Janurary,2011
    Job Responsibility
· Tax calculation,
· Processing reimbursements,
· Preparing Employee Information Reports, Salary Reports & other MIS Reports.
· Preparing Full and Final settlement for left employees,

· Track and Manage Employee records their earning type and deductions,
· Maintaining and Reconciling Employee ledger,
· Preparation and filling TDS Challan and Quarterly TDS Return,
· Preparation of Form 24 Q
· Form 16 Preparation at year end
· Worked with “Pay smart Payroll Software”,
· Preparing quarterly and yearly audit reports, handling audit queries,
· Provided General Ledger A/c Analysis as required and provided recommendations.
· Preparing Corporate Tax returns,
· Research activity on various tax matters,
· Providing expenses details to corporate taxation team for profit and gain of business.
· Act as first point of contact for all employees to managers via the Helpdesk for PAN India & EMIA employees

· Triage manager and employee queries using HR policies and procedures, aiming for high first time resolution.
· Analysis yearly financial status of company and provided reports to Mangement,
· Handling Employee Grievances related to Leaves, Salary & Compensation Structure
· Responsible for monthly preparation of Advance  reports for all employeesof PAN INDIA, handling the grievance and query related to the same & also sending the data for salary calculation.

· Preparation and analysis for Advance report and their recovery,
· Checking employee's investment proof forms/investment proofs,
· Handling employees queries(online/emails) pertaining to taxation, ledger and leasing,
2)  Name of the Organization
:
DKM Online Private Limited

            Job Position


:
Payroll Processor/Accounting
            Duration


:
Since 27th April,2009 to 7th Janurary 2011
Payroll Processing
Independently handling payroll of EXICOM TELE-SYSTEM PRIVATE LTD(Delhi & Solan), LANDMARK LANDHOLDING PRIVATE LTD, LANDMARK PROPERTY DEVELOPMENT COMPANY, AVERY DENNISION INDIA PRIVATE LTD, and providing support in payroll of HI-TECH & HELIX.  
Job Responsibility

· Tax calculation
· Reimbursements processing
· Employee Information & Salary Reports 
· Preparing Full and Final settlement of left employees,
· Track and Manage unlimited no of Employee records (earning type and deductions) 
· PF/ESI calculations
· Maintaining employee’s Leave record
· Preparing Cost & Location wise monthly report
· Preparation of Journal Vouchers monthly/quarterly
· Preparation and filling TDS Challan and Quarterly TDS Return
· Preparation of Form 24Q in electronic form
· Preparation of Form 16
· Worked with “VKM Payroll Software” for Payroll Processing/Accounting,
· Checking employee's investment proof forms/investment proofs
· Handling client’s queries(online and through emails) related to taxation
Academic Qualifications

	Qualification
	Specialization
	School/College
	University/Board
	Year of passing

	Inter -1
	Accounts
	ICWAI
	ICWAI
	pursuing

	M.B.A  


	Finance and International business
	Bharati Vidyapeeth college, 
New Delhi
	Bharati Vidyapeeth University
	2009



	B.B.A(ii)
	Finance
	D.A.V (Inst. of management)
	Maharishi Dayanand University
	2006

	12th 
	Commerce with Math’s
	Mount Abu
	C.B.S.E
	2003

	10th 
	General
	Kendriya Vidyalaya
	C.B.S.E
	2001


Additional Qualification
· Completed NCFM Module in Financial Market-A Beginner.
· Completed ICICI e-learning Module in Banking an- Introduction and also in Mutual Fund.
· Completed Certified Programme in Tally 7.2
Internship Project
	Name of the Organization
	:
	Silliman & Co.

	Project Guidance
	:
	Mr Ravi Khera (Head Of Operations)

	Duration
	:
	90 Days(20th Jan to 10th Apr)

	Project Summary
	:
	Internship Project completed at the end of 2nd year of Master of Business Adminstration to Determining Market Value and their factors in Foreign Exchnage Market?


 Summer Internship
	Name of the Organization
	:
	Union Bank of India(Overseas Branch)

	Project Guidance
	:
	Mr Deepak K Nigam (Chief Manager)

	Duration
	:
	50 Days(15th May to 05th july)

	Project Summary
	:
	Summer Internship completed after 1st Year of Master of Business Adminstration to know how Financing  is done in Foreign Trade?

	
	
	


Achievement

· Got 1st position in Business Policy and Strategic Management in B.B.A.
· Got Highest Marks in Project Management in B.B.A.

· Got Highest Marks in Research Methodology as well as in Elements of Financial Accounting in MBA.
Extra Curricular Participation

· Participate in hockey at zonal level.
· Participate in presentation at graduation and post graduation.
· 1st positions in skit in inter class competition.

· Attended National Conference about Culture as an innovation.

Computer Knowledge

· Basic knowledge of MS office, Internet
Personal Profile
    Father’s Name

Mr.Satish Arora



    Mother’s Name

Mrs Santosh Arora

    Gender


Female

    Marital status

Unmarried
    Nationality

Indian


    Hobbies


Reading. Listening Music, Swimming
    Date of birth          
10th May 1986
I am a young and motivated girl with my mind focused on my career. I possess a pleasing and charming personality along with impressive manners, which are essential for a successful career.  I also possess excellent personal and conceptual skills and have confidence of handling and accepting any challenge.
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