VILAS R. SAWANT                                                                                                                                                                   

------------------------------------------------------------------------------------------------------------------------------------
                                                                                
Personal  Information :                                                                                              D-3, Jeevan Bahar CHS.
                                                                                                                                      3rd Road, Chembur,                      

Email : vilass1212@ymail.com                                                                                   Mumbai – 400 071. 

Mob. No. : 9920418816                                                                          
Date of Birth :  12TH December, 1963
Marital Status : Married

Languages Known : English , Hindi , Marathi.
Hobbies : Reading, Playing Carum,  Listening Music.

Objective : 

@ Seeking challenging opportunities that will utilize my Accounting background and experience and to grow in a professionally managed organization where my talents experience and acknowledge would be put in the best.

@ To achieve professional heights while serving Truthfully & Sincerely in the field of Accounts  & Finance and to use my skill in pursuing the bright carrier.

@ Zeal to explore new areas of financial Management.

My Strengths : 

Highly focused and Hardworking.
Quick Learner with Strong determination and Will Power.
Ability to understand get along with and motivate people.
Strong believer in team effort and leadership qualities.
Academic Qualification : 

B.com Graduate (Accounting, Auditing & Finance) with Second Class From Mumbai University.
Misc. Qualification :
@ Tally ERP9 
 (TFAP) Tally Financial accounting program Tally ERP 9 Completed from Tally Academy) Accounting Knowledge is Excise, Purchase, Sales, Bank Reconciliation, Vat ,TDS, Service Tax, GST
@ Computer Proficiency : 
Tally ERP9, 
Internet, E-mail, Microsoft Office Outlook, Scanning 
MS-Office 

@ English Typewriting : ( Speed 50 wpm)
     Hindi Typewriting : (Speed 40 wpm)
     Marathi Typewriting : (Speed 40 wpm) 
Career Background :

Vinod Shukla High School & Junior College : Currently Working as “Account Assistant”

From February 2018 Still date.

Job Responsibilities Involves : Taking Fess of student , GR Register maintain of student ,

Cash Handling, Receipt prepare in Excel, New admission, Leaving Certificate, Bonafied Certificate prepare etc.  Online Admission Registration Form XI Standard Fill In Computer. English, Hindi, Marathi Letter Drafting. Student bus Pass Form Fill up. 

Hindustan Construction Corporation : Worked as” Accountant” September 2017.

January 2018.  

Job responsibilities Involves : GST Entries in Purchase, Sales Invoices, Journal Voucher, Ledger creationPreparation report in GST.  Goes to Sales Tax Departrment and solved tax matter. Working of Sales, Purchase Quarter Wise Summery,J1,J2 Prepare in Excel. Payment reminder with invoice send to

party for payment follow up.
Shree Enterprises : Currently Working as a “Account Executive” From June 2016 

August 2017.
Job Responsibility Involves : 

Working of Sales, Purchase Quarter Wise Summery,J1,J2 Prepare in Excel. ‘C’ Form follow up for client&

 list prepare in Excel. Goes to Sales Tax Departrment and solved tax matter and submit to C Form,Invoices. Etc. Payment follow up for outstanding payment. GST Entries in Purchase, Sales Invoice.
Goblin Foods Pvt. Ltd. : Worked as an “Account Assistant “ From October 2015 to
February 2016..
Job Responsibility Involves : 
Purchase , Sales, Invoices, Bank Reconciliation, Petty Cash Voucher entry in tally ERP 9.

RTGS For Client, Cash, Cheque deposited in bank. Working of Vat,TDS, Service Tax Prepare a

Statement in Excel.  Filling of documents  Sales & Purchase Month wise Statement prepare in excel.          
Richfeel Health & Beauty Pvt. Ltd.  : Worked as an “Accountant” From May 2015 To

September 2015. 

The Job Responsibility Involves : Sale Invoices entry in tally. MIS Report Prepare in excel, 

Petty Cash Voucher Entry, Handling of cash, patient. Cash deposited in bank.

Firetech Equipment & Systems Pvt. Ltd. : Worked as an
“Account Executive” From February 2013 To November 2014. 

The Job Responsibilites Involves:

               Purchase, Sales, Vat ,TDS, Service Tax, Excise invoice entries, Petty Cash Voucher entries
               Cheque entries in Tally ERP Mailing To Parties follow up for Outstanding Payment, Outstading
               Ledger Confirmation send for Client. Banking work like is RTGS payment for Client, Cash &                                           
               Cheque deposited in bank, Telephonni Communication and Mailing to Vendor for Invoices not  

               coming in proper date & Invoices tax query. Salary Slip Prepared in excel.

Tally Academy  : Worked as an “Administrator “  
From December 2010 To January  2013.

The Job Responsiblities Involves:

              Training To Student, Tally Softwar Sales to Client. Admission
              Given to  Student, Collect of Student Fees, Accounting Entries in

              In Tally ERP 9, Cash & Bank Entries, Cash & Cheque deposited in Bank.

              Letter Prepare in Word, Report prepare in Excel.  
Continental Transport  Organisation Pvt. Ltd  : Worked as a “Office Assistant“ from November 2007 To

August 2009.
Mukundan & Sons : Worked as a “Office Assistant “ from September 1998 To August 2003. Company Closed Down.

G.R. Construction Co : Worked as a “Office Assistant cum Account Assistant “from May 1993 To June 1998. Company Closed Down. 
Well Storage Warehousing Co. Pvt. Ltd  : Worked as a “ Typist-cum-Clerk” from April 1989 To October 1990
Shah & Anchor Kutchhi  : Worked as a” Clerk” from July 1987 To June 1988.
Date :  

Place : Mumbai       
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