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Profile
I am a Commerce Graduate with more than ten years of professional experience in Accounting and Internal Audit of Hospital. Seeking a responsible and challenging position where my experience, individual traits & educational accomplishments will contribute to the success of the organization.
Educational Qualification
· B.Com (Hons.) from Vanijya Mahavidyala with 76.5% (8th Rank)

· 12th Com. (C.B.S.E.) from Birla Vidya Mandir (Nainital) with 80.0% (2nd Rank)

Professional Qualification
· C.A. (Semi Qualified)

· Computer Literacy - Tally ERP 9, HMS (M/s Akhil Systems) & HIS.
Professional Experience
· January 31, 2013 to till date – Working as Assistant Manager – Accounts with Sitaram Bhartia Institute of Science & Research (Qutab Institutional Area, N.D)
· August 7, 2009 to Jan 30, 2013 – Worked as Assistant Manager – Accounts with Moolchand Hospital (Lajpat Nagar, New Delhi)

· May 5, 2004 to August 6, 2009 – Worked with J.P.G & Co. (Chartered Accountants) as an Internal Auditor of Moolchand Hospital (Lajpat Nagar, New Delhi).
· January 27, 2004 to April 30, 2004 -  Worked as an Sr. Accountant with Jolen International Ltd. (D – 10, SMA Industrial Area, New Delhi)
· November 20, 2000 to January 17, 2004 - Worked as Audit & Accounts Officer with Harnam Singh Harbans Kaur charitable Trust (5/49, W.E.A. Karol Bagh, New Delhi).

Job Description

Sitaram Bhartia Institute of Science & Research: A multispeciality hospital offering high quality medical care and engage in research activity.

Job Responsibility

· Supervision of Accounts department with respect to day to day working.

· Responsible for preparing Monthly departmental Profitability, Key Performance Indicators, departmental budget and Monthly Reports.
· Settlement of credit bills and analysis of deductions before preparing write off sheet for approval of management.
· To ensure that credit bills are dispatched within prescribed time limit.

· Payment verification of Vendors, Consultants, outsourced suppliers etc. and their account reconciliation.

· Deposit and filing of returns for TDS under Income Tax and DVAT. Responsible for preparing replies to Income Tax, Service Tax and DVAT department.
· Responsible for preparing Research Books.

· Monthly monitoring of departmental actual expenses with budgeted expenses.

· Analysing and capturing the revenue leakage and cost effective areas. Devising and implementing the proper internal control system to plug in the loop holes. Currently monitoring Lab, OT, Pediatric, Maintenance, Housekeeping & Canteen
· Finalisation of Accounts and dealing with Auditors.
Moolchand Kharaiti Ram Hospital: A 350 bedded multi speciality NABH, JCI accredited and ISO 9001: 2000 certified Hospital offering high quality medical care. 

Job Responsibility

· Process Owner – Source to Pay & order to cash. Supervision of vendor payments, refunds, discounts, bill cancellation. Member – Internal Audit Committee, Member – Account Receivable Committee, Member – Accounts-Purchase Committee, Member – Bill Cancellation/refund/discount committee.
· Supervision of bill audit – Cash, TPA, CGHS, corporates etc. Authority to link empanelled credit parties according to agreed terms and conditions in the HMS. Corrections of rates in the HMS as per schedule of charges.

· Project Accounting: Making observation sheet and capex logic notes in respect to RA bills submitted by the contractors with respect to MB, BOQ, Tender issued and measurements at site. Project wise/Contractor wise reconciliation in respect to advance payments made to them against RA bills with respect to deductions and their adjustments against final bill.
· Verification of Referral payments (HCF, MAC & CCR) with respect to control over claims against bills and deductions.
· Store Accounting (Pharmacy Store, Material Store, HDS Store, Cath Lab and Pathology Lab store) and reconciliation of stores with Finance and Accounts.

· Fixed Assets Accounting and maintenance of Fixed Assets Register.

· General Insurance (MBD, EEI, Fire, Vehicle, group mediclaim Policy  etc.) negotiation and dealing with insurance company in respect to claims.

· Outsourced payments (Dr. Lal Pathlabs pvt. Ltd, M/s Metropolis, M/s Mahajan Imaging etc.) with respect to test done and rates negotiated.
· Supplier payment and their account reconciliation.
· Advance control and their adjustments.
· Supervision of claims team with respect to giving targets for collection and their adjustments. Study of deductions on daily basis and follow up with the clients.
· Verification of outstanding agst parties and authorisation of debit/credit notes.

· Foreign payments transfer and opening of LC etc.

· Responsible for organising Physical verification of Fixed Assets, medicines and consumables held at different Stores and departments in co-ordination with the Auditors and making adjustments in books and HMS. 

· Complete knowledge of Doctor Accounting, Hospital Billing, Bill settlement,  Revenue Reconciliation and Hospital MIS, TDS and VAT return.
· Finalisation of Accounts and dealing with internal and statutory auditors .

Moolchand Kharaiti Ram Hospital: A 350 bedded multi specialty NABH, JCI accredited and ISO 9001: 2000 certified Hospital offering high quality medical care. 
Job Responsibility

Report on Functioning and performance of different departments. Such as – Finance & Accounts, Admission & Billing, Personnel & HRD, Pharmacy Store, Pathology Lab., Imaging Centre, Hospital Diet Service Store,  Medicine Store, Different Wards, O.T., ICU, Dialysis, Maintenance Deptt., Material Store etc. 

Job Responsibility in Brief
· Finance and Accounts:

1. Vouching of payment, Journal, Receipt vouchers.
2. Doctor Accounting – Payment made to Consultants.

3. Reconciliation of User wise cash collected with their deposit in the Bank.

4. Report on outstanding and comment on follow up measures for recovery of outstanding.
5. Control over cancellation of receipts/bills.
6. Comparing cash collected to bed charges, diagnostic charges, OPD services etc. for checking accuracy.

7. Tax deduction at source on various heads and depositing of the same.
· Billing Department: Checking of Cash and Credit bills as per Schedule of Charges to trace the discrepancies, analyzing the root cause, risks and implications thereof, fixing up the responsibilities and reporting to the management.
· Report on purchase procedure of consumables & non-consumables with reference to the quotations/tenders for outsourcing, policies for selection of vendors, analysis of lead time for procurement of material. Placement of orders on the basis of requisition placed by different department.

· Report on Personnel department with respect to maintenance of employee records, disbursal of salary and wages with reference to the attendance sheet, leave application form and leave record register. Statutory deductions and depositions control over hiring casual labour and payment thereof. 

· Report on medicine & other consumables issued to inpatient from different pharmacy and material store and their chargeability. 

· Reconciliation of kits and chemicals issued from store to Pathology Lab. Report on consumption of kits and chemicals with no. of test done as per records and chargeability of the test done to the patients. 

· Report on consumption of X-ray, C.T. Scan, Ultrasound Film with reference to the no. of test done and chargeability of the test done.

Reporting
With observations, Impact (revenue, cost and control), Resource Responsible and response, Recommendations and followed by implementation review report.
· To CEO, Manager Finance & Accounts and to Audit Committee.
Harnam Singh Harbans Kaur Charitable Trust:  A Charitable trust with object to provide medical care to the needy patients. Trust is mainly run through foreign contribution. 

Job Responsibility

· To monitor the functioning and Performance of Dispensaries & Medical Center run by the Trust at Karol Bagh, Inderpuri & Pandav Nagar. 

· Preparation of accounting records of Trust, Medical Center and Dispensary. 

· Checking of Professional charges, Salary paid to Doctors and other staff. 

· Purchasing of consumables and non-consumables as per requisition placed by different departments. 

· Checking of daily receipt and their deposit in the bank.

· Preparation of monthly profitability statement of different departments. 

· All work related to P.F., T.D.S. & FC-3 return and Finalization of Accounts. 

J.P.G. & Co. (Chartered Accountants):  A leading Chartered Accountant Firm. 

Job Responsibility

· As a senior Audit Assistant, I have conducted Statutory, Internal, Tax Audits of different concerns independently. During the period I have done the Internal Audit of  Baron International Ltd. & Baron Electronics Pvt. Ltd. (Bush, Akai and Aiwa Brand of Television and Music System and was solely responsible for Internal Audit reporting. 

Articleship (3 year)
From Mehra Khanna & Co. (Chartered Accountants) and 




J.P.G. & Co. (Chartered Accountants)

During the period of article-ship I have done the audit of concerns like: Atlas Cycle Industries Ltd., Laddha Mal & Sons Pvt. Ltd., Apollo Courier Services Pvt. Ltd., Naulakha Engg. Works, Lawrence School (Sanawar), Capital Departmental Store, Paper Products Ltd., Priya Export Pvt. Ltd., Aashlok Hospital, Sidwal Refrigration Industries Ltd., Jagatjit Industries Ltd., Kadimi Tool Mfg. Co. Pvt. Ltd., Lokesh Garments, Rohkein International Pvt. Ltd., R.R. Creations etc. 

Personal Details

· Father's Name

Late Shri Ramendra Dayal Sinha 

· Date of Birth

5th May 1973

· Language Proficiency 
English & Hindi
· Salary Drawn

Rs.60,000/- p.m (CTC) 
· Salary Expected

Negotiable
Place:
New Delhi
Date:
30/05/2015
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