SUBRATA CHAKRABORTY

58/3, Bholanath Nath Street, Baranagar, Kolkata-70036
E-Mail: subratac2008@yahoo.com  

                       Mobile : +91  9874385195
OBJECTIVE:

Very energetic and enthusiastic and try to be positive, profitable and essential by honesty, which will take part of my career growth and as well as my personal development and at the time I look forward for more assignments.

ACADEMIC QUALIFICATION :

Graduated in “Commerce” from Seth Anandaram Jaipuria College, Kolkata (C.U. - 1994)

COMPUTER PROFICIENCY :

Two years Diploma in Computer Applications course completed from NIIT Ltd., Camac Street, Kolkata-17 (1994 :   DOS, Windows 95/98/ME, Windows NT/2000/2007, Unix, Visual Basic, C, C++, MS Access, FoxPro 2.6, Sybase SQL Server 7.0, Oracle 9i, MS Office XP/2003/2007

Knowledge  of  ERP Accounts an additional proficiency: AR – Accounts Receivable, AP – Accounts Payable, GL – General Ledger, OM – Order Management, IEXP – Internal Expenses, INV – Inventory, PO – Purchase Order

Current Industry Information :

Current Industry Type              :    Plywood

Current Functional Area           :    Accounts

Role                                           :    Debtors & Stock Analysis, IBR/Journal Entries, Sales Tax

Level in Current Organization  :    Accounts Officer (M2)

Current Cost to Company         :    Rs.5.14 Lac Per Year

Total Working experience
  :    More than 25 Years

Desired Job Details :

Job Type


 :     Permanent

Employment Status

 :     Full Time

Preferred Location

 :     Kolkata/ West Bengal
Preferred Industry

 :     Any type
Expected Salary

 :     Negotiable

CURRENT PROFILE :

Date of Joining : 17th January 2011

Date of Leaving : 31st March 2022
Organization Name : Duroply Industries Ltd.

Corporate Office :  113, Park Street, 'Poddar Point', North Block, Kolkata-700 016

Designation : Accounts Officer

Roles and Responsibilities:

· Verify Age-wise Debtors Analysis Report for all branches on monthly basis and prepare list for 90 days, 180 days and 3 years over Debtors outstanding and sending mail to all branches for their comments and updating the report with branch comments and escalate the same to higher management.

· Sending Debtors Accounts confirmation statement to the Branches / Parties within 1 month from the end of the Quarter and follow-up with the branches for duly signed confirmations and maintaining record.

· Preparation of State wise Age wise Debtors report.

· Checking of Debit Notes & Credit Notes with the proper supporting & approvals.

· Analysis of Debtors accounts and giving mail to branches if any discrepancies found (i.e. Part Payment received, CD allowed) and check whether bill-wise payments received or not.

· Verify Age-wise Stock Analysis Report for all branches on monthly basis and analysis of stock lying at branches and prepare list of non-moving Stock lying with the branches.

· Verify all collected inter office expense bills and purchase bills with approved Order or Purchase Order and passed the necessary journal entries for payment. 

· Checking all Reimbursement of Branch Employees Expense Bills/ Tour Bills with attached supporting and approved Travel Policy and passed the necessary journal entries for payment.

· Preparing Summary of Reimbursement of Branch Employees Expense and send to cashier for payment.

· Preparing Statement of Creditors payment schedule in weekly basis.

· Conduct physical Stock verification in quarterly basis and preparing physical vs. system stock reconciliation report along-with non-moving/damaged stock lying with godown.
· Preparation of statement of VAT / CST / ET payment details for Kolkata branch and Submission of e-payment on monthly basis and maintaining record.

· Preparation of statement of Entry Tax payment details for Kolkata branch and Submission of payment on monthly basis and maintaining record.

· Preparation of statement of VAT / CST / ET return for Kolkata branch and submission of VAT / CST / ET e-return on quarterly basis and maintaining record.

· Preparation of pending CST Declaration Forms list for Kolkata branch on quarterly basis and informing to respective sources and updating the list of pending Forms and follow-up.

· Issue of CST Declaration Forms relating to Kolkata branch after submission of quarterly VAT / CST / ET return and dispatch to respective destinations and maintaining record.

· Uploading CST Declaration Form receiving details in online.

· Issue of online Waybills Key nos. on account of dispatches pertaining to Kolkata branch and giving utilization of used Waybills within due time and maintaining records and follow-up of un-used Waybills.

· Reconciliation of used/utilized waybills as per WB Sales Tax department requirement.

· Preparing worksheet for VAT Audit Report and ensure the same submitted in time to Sales Tax Department.

· Preparing worksheet for Sales Tax Assessment order and attending assessment orders/appeals date and follow-up with Sales Tax Department for any pending orders/appeals or any other related works.

· Intimating to Sales Tax Department for the further inclusion of new branches, godowns or any new product or business and follow-up for including the same in the Registration Certificate

· Keeping track of branch wise sales tax assessment status. 

· Participating in Inter Branch Audit review and preparation and submission of all reports which is required by Management.

PAST EXPERIANCE :

1) May 2010 to 16th January, 2010 :

Worked as senior Accountant in DANKUNI HATCHERIES (P) LTD.

Regional Office:  Vill: Janai (Barasat), PO : Janai, PS: Canditala, Dist: Hooghly-712403

Working location – HOOGHLY, West Bengal

Roles and Responsibilities:

· Responsible for reviewing, compiling and analyzing financial information to prepare entries to accounts such as general ledger accounts and document business transactions.

· Establish, maintain and coordinate the implementation of accounting control procedures. Prepare and review budget, revenue, expense, invoices and other accounting documents.

· Resolve accounting discrepancies and statutory compliances and interact with internal and external auditors in completing audits.

2) August 2005 to March 2010 :

Organization Name: Suguna Poultry Farm Ltd.

Regional Office:  Unit No. 301,'AAHIRINI', Action Area –1, New Town, Rajarhat, Kolkata – 700 156.

Designation: Executive Accounts 

Roles and Responsibilities:

· Online accounting of financial transaction such as cash, bank, journal, inventory, purchase, sale, transfer out, transfer in etc.

· Verification of TR book with cash collection

· Deposit of cash collection into Bank and relationship with banks.

· Handling the bankers whenever they visit the branches.

· Reporting of sales, cash collection, stock, cash-in-hand, bank balance and debtors outstanding to RO

· Print out of the sales accounts and verify with the Delivery Challans and verify for any missing Delivery Challans.

· Arrange for cancellation of Sales Orders not executed.

· Verification of manual in pass and out pass and updating to books of accounts.

· Farm card verification and preparation of GC vouchers.

· Arrange for the raising of requisitions for the Medicines, Equipments and Vaccines by the branch In-charge, so that stocks are correctly updated.

· Adherence to policies and procedures laid down by the management. Strict compliance of the policies and getting approvals from RO/Corporate before any deviation is made. He should get the activity itself approved and not the expenditure after the occurrence of the activity.

· Maintenance of Attendance Registers and arrange for the maintenance of other attendance records, like leave letters, on-duty slips etc.

· Reconciliation of Inter Branch / Division Inventory reconciliation.

· Physical verification of Stock, fixed assets and stationeries, reporting & visit periodically.

· Physical stock statement with valuation.

· Preparation and submitting of any MIS specified either by RO or by Corporate Office.

· Verify the valuation of Stock and Accounting, that is happening in the system.

· Month end transit stock statement.

· Confirmation of Debtors balances.

· Month end transfer of entries to RO such as TDS collection, ST/VAT collection, PF collection and Professional Tax collection.

· Reconciliation of In pass and Out pass with the book of accounts.

· Preparation of Bank reconciliation statement.

· Preparation of outstanding statement of farmer advances, staff exp. Advances, party advances and purchase advances.

· Reconciliation of TR Book with cash collection and preparation of TR Stock report.

· Analysis of the Profit and Loss Accounts and discussing with the Branch In-charges / Line Supervisors as to how to reduce costs and improve the bottom line of the branches.

· Internal Audit co-ordination and submitting records for audit.

· Preparation and submitting of any MIS specified either by RO or by Corporate Office.

· Manual stationery indent preparation.

· Petty Cash requisition preparation.

· New Accounting code requisition.

· Verify whether adequate coverage is available for insurance with respect to Cash, Equipments, Medicines and Vaccines.

· Verify the fixed assets that are physically available, with the stocks available in the System. Periodically recommend for the write off of damaged/scrapped assets of the company

· Get back the assets of the company, that were earlier issued to Line supervisors.

· Any other MIS Jobs required by Management/Higher Authority.

3)  April 2003 to July 2005 :
Organization: Indian Institute of Hardware Technology Ltd., A.J.C.Bose Road, Kolkata

Designation: Accountant

Roles and Responsibilities: Computer / MIS / Administration / Accounts

4)  January 1997 to March 2003 :
Organization: Northern Cargo Service (JSIS Group of Company) – Transport Division

                       20 B.T. Road, Kolkata – 700 002.

Designation:  Accountant

Roles and Responsibilities: Computer / MIS / Administration / Accounts

5)  April 1995 to December 1996 :
Organization: SRF Finance Ltd, Shakespeare Sarani, Kolkata

Designation:  Data Entry Operator in Accounts division as Temporary basis.

Roles and Responsibilities: Computer / MIS / Data processing / Accounts / FD Renewals

PERSONAL DETAILS :

Date of Birth


:
January 07, 1971

Gender
 
                        :
Male

Marital Status

            :
Married

Father's Name

            :
Susanta Chakraborty
Language Known

:
English, Hindi, Bengali  (Read, Write & Speak)

Nationality


:
Indian

Reference


: 
Will be furnished if require
Place : Kolkata

Date :
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SUBRATA CHAKRABORTY
