












EXTRA CULLICULAR:
  1 Year accounting Diploma form Institute of Management & Professional Accounting Training, (IMPACT) Lucknow.






                                                                                                                           (Saurabh Kumar Singh)

SAURABH KUMAR SINGH�
�
1/526, VINAY KHAND GOMTI NAGAR, LUCKNOW�
�
E-mail : � HYPERLINK "mailto:Singh9935@yahoo.co.in" �Singh9935@yahoo.co.in��
�
Mob. 09935441890�
�












SR. MANAGEMENT STAFF 


Looking for  Admin Executive / Office Administration / Depot Incharge /Accounts Officer/Cashier








PERSONAL SUMMARY





More than 7 years of experience in Branch Accounting  with Stadmed Pvt. Ltd. Lucknow.  (Branch Office) A Kolkata Based reputed ISO & GMP certified Pharmaceutical Company.














AREAS OF EXPERTISE





Sales Invoices�
Bank Reconciliation�
Tally 9�
�
ERP Package�
Online ESIC�
Cash Sheet�
�
Voucher Creation�
Payroll System�
Stock Analysis�
�
Letter Drafting�
Raw Material Rate Register�
Packing Material Register�
�






CAREER HISTORY





Sr. Management Staff (Accounts)�
�
Stadmed Pvt. Ltd.�
�
Employment date :  Aug. 2008 - Present�
�









Duties�
�
Day to Day General Accounting.�
�
Bank Reconciliation.�
�
Company Payroll System, Online ESI, PF Contribution, TDS etc.


Sales Invoices, Collection, Credit Note, Debit Note.�
�
Stock Analysis In & Out.�
�
Using Tally.09 & Company ERP Package.�
�
Maintaining Purchase Register.�
�
Service Tax.�
�
Outstanding Analysis of Debtors & Creditors.�
�






Internship Programme�
�
Hydric Firms Inputs Ltd.�
�
Employment date :  May. 2008 – Jul. 2008�
�






Duties�
�
Sales Invoices.�
�
Branch General Accounting.�
�
Sales & Collection Statement.�
�
Stock Analysis.�
�






Well versed using Tally.09 Software.


ERP Package. �
�
MS Office.�
�
Internet Surfing.�
�
Company Manual Working.�
�
Competitive work with team effort.�
�
Quick Adjustment in all types of environments.�
�
�
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�
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PERSONAL ABILITIES





       PERSONAL DETAILS : �
�
�
�
Father’s Name            :    Lal Chand Singh�
�
DOB                              :   11-oct-1988.�
�
Sex                                :    Male�
�
Marital Status             :    Married  �
�
Permanent Add.        :    Vill- Setapur, Po. Bhatauli, Distt. Jaunpur (U.P.)�
�
Current CTC               :    2.5 LPA.�
�
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ACADEMIC





PGPM from Institute of Management Technology Ghaziabad. (IMT-CDL Ghaziabad) with Distance Learning.





�
�
�
�
�
�
�
�
�
�
Geography (C) �
�
English (B)�
�
Physics (B)�
�
�





Graduation  from Purvanchal University Jaunpur. (U.P.) in 2008 �
�
Intermediate U.P. Board Allahabad. In 2005.�
�
High School U.P. Board Allahabad. In 2003.�
�






Available on request.
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