                   

CURRICULUM – VITAE

MUKESH SAXENA                                                                                          
H.No. C-141, Gali.1, Chand Bagh
Bhajan pura.  Delhi. 110094
E-mail. Mukeshsaxena151@gmail.com
Mob. No. + 91 9650794766
                 
Career Objective:-
 To work of the organization which helps addition and serves as opportunity to enhance my professional skills by providing me the challenging and better prospects in future.

Educational Qualification:-
Passed 10+2th from CBSE Board Delhi.
B.Com from IGNOU University Rajghat Delhi.

Technical Qualification:-
Basic Knowledge of Computer (M/S Word, M/S Excel) 
Tally ERP 9.0 & 7.1
Internet & Outlook Etc.

 Work Experience:-
 Company Name: Industrial Machine Delhi P. Ltd.
 Current Salary:   12th Thousands
 Current Timing Period:  Jan.2011 to till date.
JOB RESPONSIBILITIES 

MIS 
* Managing the Monthly, Weekly & Daily Report Creation through in-depth analysis and producing the actionable information.  
* Maintaining data for all types of commissions  
* Maintaining employee database  


* Maintaining of Vendors Details on regular basis.  
* Maintaining Cash Book, Bank Book, Journal and other ledger Accounts in Tally (ERP) 
* Maintain Day to Day expenses 
* Maintain all vouchers 
* Maintain all records of payments received from parties, clients & agencies 
* Maintain Purchases & Sales record in Tally (ERP) 
* Follow up with banks regarding the transactions 
* Follow up parties regarding the payments 
* Payments to vendors/contractors after deduction of TDS 
* Filing of E-Returns of VAT for Delhi State 
* Preparing Invoice on customers, maintain record of payment due & follow up for the payments 
* Handling correspondences independently 
* Assisting sales team with client databases and making quotations
* Working in Taxation.
Accounting & Finance related work  
✦ TDS 
✦ Service Tax 
✦ VAT 
* Settling of all type of commissions of Distributors in SAP 
* Checking & verification of employees bills on regular basis and punching the same in SAP 
* Checking & verifying vendors, Transporters & CFA bills and making payment on due dates  
* Punching all the payments received from distributors in SAP  
* Providing distributors balance on regular interval to the sales team  
* Handling of all receivables & payables  
* Regular follow up with all Distributors & CFAs 
 * To send the Account statement to Employees as per their requirement  
* Interaction with field employees and solving related to their claims as per entitlement. 
* To coordinate and provide timely guidance to CFA personnel

Declaration: - I hereby declare that above information is true to that best of my knowledge. On greeting an opportunity in your esteemed organization, I will surely prove my worth.




Date
Place                                                                                                     MUKESH SAXENA






















































































































































































































































































































































Strengths:-

· Positive Attitude.
· Confident.
· Disciplined & Punctual.

Personal Details:

Fathers’s Name		:  	Ashok kumar saxena
Date of Birth			:  	13th September, 1987
Marital status		:  	Married
Nationality			: 	Indian
Gender			:	Male
Religion 			:	Hindu
Language Known		: 	Hindi, English
Hobbies			:  	Listening to Music Reading Books 



Dated    :
Place	  :					               
(Mukesh Saxena)
