Deepti Gupta
680/21, Om Nagar,

Gurgaon (Haryana), 122001
Mobile: +91 9560043635
Email: deepti.gupta47@gmail.com     
Summary

· 10 Years + experience in Accounts and Finance.

· Well versed in Tally-ERP 9, Daily Accounting, reporting skills, Taxation, Bank Reconciliation (BRS) and Accounts Payable & Receivable.

Core Skills

	· Tally-ERP 9
· Payroll accounting




· Bank Reconciliation (BRS)
· Accounts Receivable
	· Day to Day Accounting



· Petty cash 
· Accounts Payable
· MIS report & Book Keeping


Qualification

· Post-Graduation Diploma in Finance Management (PGDFM) From "Young Mens Christian Association" (YMCA) Delhi in 2007 with first division.

· Post-Graduation (Master of Commerce) from Maharishi Dayanand University (MDU) Rohtak in 2008.

· Graduation (Bachelor of Commerce) from Maharishi Dayanand University (MDU) Rohtak in 2005.
Career Summary


Jan 2018 – Present                                                                Accounts Executive
                                                                                                Gold field Public School, Gurgaon
· Reconciles general and subsidiary bank accounts by gathering and balancing information.
· Corrects errors by posting adjusting journal entries, Payroll.
· Day to day accounting, Bank reconciliation, GST Working & filling, TDS Working & filling.
· Book Keeping/ Account Maintenance, Accounts Payable / Receivable Management.
· Collect payment from students, handle student accounts and analyze student statements. Generate daily report of related student accounts.
Oct 2015 – Sep 2017





Accounts Executive








Bubbles & Giggles Nursery, Dubai (UAE)
Bubbles & Giggles is a day care and Preschool for the children’s for age group of 6 Months to 4+ Years.

Key Responsibilities: 

· Handling of Day to Day Accounting work   - Account Receivable, Payment Part and Day to Day General Accounting Vouching. 

· Preparation of Bank Reconciliation (BRS), Client & Vendor Reconciliation as per requirement of accounts with book of accounts on weekly & monthly Basis.

· Performing accounts payable functions for day to day administrative expenses.

· Managed vendor accounts and making payment schedule for generating weekly on demand cheques.

Jan 2011 – Feb 2013





Accounts Executive








Express Housekeepers Pvt. Ltd, Gurgaon

Express house keeper was established in 1994 and is an ISO 9001:2000 certified company. They are the leader in Indian Housekeeping Industry. With a close knitted team of more than 10,000 energetic team-members are strongly present in all the major cities of India. Their client list includes IBM, Genpact, Medicity, Dell, Johnsons Control, Panasonic, Samsung etc.
Key Responsibilities: 

· Handling of Day to Day Accounting work- Account Receivable, Payment Part and Day to Day Journal Accounting Vouching. 
· Preparation of Bank Reconciliation (BRS), Client & Vendor Reconciliation as per requirement of accounts with book of accounts on weekly & monthly Basis.
· Managed vendor accounts and making payment schedule for generating weekly on demand cheques.
· Controlling & managing entire TDS Function such as Filling of E-TDS return, monthly Tds-challan deposit, weekly update of TDS software & Monthly TDS Reconciliation with Books of accounts.

Jul 2008 – Jan 2011





Accounts Executive








Paltech Cooling Tower & Equip. Ltd, Gurgaon
Paltech has established itself as one of the leading Indian companies in the field of cooling Towers (FRP/Wooden/RCC) Chilling Plants (Water/Air Cooled and Water Treatment Plants) for various industrial applications. 

Paltech was awarded by National Award by Hon’ble Prime Minister of India in 2004 and another National Award from Hon’ble vice President of India in 2003. They have branch offices in Gurgaon, Sohna, Chennai, Vadodara, Ludhiana, Kolkata, Ahmadabad and Mumbai. 

Key Responsibilities: 

· Maintaining the record of daily Business Transactions in Tally 7.2 , 9.0 & E.R.P

· Keeping Track of Payables, Receivables, Bank & Parties reconciliation.

· Preparing Sales Tax, TDS Returns accordingly senior advice.

· Issue the Credit/Debit Notes to the Customer

· Processing & releasing the Customer payments as per the outstanding

· Handling Petty Cash, MIS Report & Book Keeping.

· Maintaining the record of daily Business Transactions in Tally 7.2 , 9.0 & E.R.P

· Keeping Track of Payables, Receivables, Bank & Parties reconciliation.

· Preparing Sales Tax, TDS Returns.

· Handling Petty Cash, MIS Report & Book Keeping.

July 2007 – June 2008



Accounts Assistant 







Unique Collections Pvt. Ltd, Gurgaon
Unique Collections are Manufacturers & Exporters of readymade garments. Their major customer are Phool Fashion Ltd, India Garment Inc., Stream wind S.A., Ishwar S.A., Christy Lanka, Facontrofa-Industria De Confeccoes IDA, Memo Fashion Ltd, Atlast Sports Wear Inc., Indigo Orient LTD, Nxtr Clothing Ltd, Ltd Commodities INC etc.

Key Responsibilities: 
· Day to day Book Keeping, Bank Reconciliation, Issue the Credit/Debit Notes to the Customer, Correspondence to Party, Maintain Filling system, Entries of Sales & Purchase Bills.

Personal Details: 

DOB
  :      28th Jan 1985
Nationality
  :      Indian
Marital Status
  :      Married
Permanent Address
  :      H.No. 680/21, Om Nagar, Gurgaon, (Haryana) India -122001.      



Gender     
  :      Female         
Date:          
                                                                                              Deepti Gupta
Place:
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