
DIPTIRANJANMAHALIK

MBA(Finance)
B.Com

Mob:-9910673385,7978444752
dipitranjan@gmail.com
A-100,DDAFlat,EastofKailash
NewDelhi-110065

CAREEROBJECTIVE
ToobtainanaccountingpositionwhereIwillbeabletocontributemyskill,knowledgeand
experiencetoacompanythatwillgivemeanopportunitytodevelopmycareerIam lookingfor
theexposureintheareaofFinance&AccountsandanalysiswhereIcancontributetothe
growthoftheorganizationbyachievingitstargetsalongwithdevelopingmyprofessional
skillsandacquiringnewones.

PROFESSIONALEXPERIENCE(From Aug2020toPresent)

Organization:-ManashiCraftPvt.Ltd.

Manashiwasfoundedin1990bycomingtogetherofyoung,highlycreativeArchitects,Project
Managers,andahugebackupteam ofworkmenfrom differentdisciplinesthatsuccessfully
designedandexecutedseveralinnovativeandprestigiousprojectsinConstruction,Corporate
Interiors,&MultiplexesandGovernmentProjects.

JobProfile&KeyResponsibilities:-

 :GSTDataPreparationasonmonthlybasisforBranchWise.
 :Sales&PurchasetotalreconciliationofaccountscalculatingGST
 :GSTITCReconciliationwith2BDataonMonthlyBasis.
 :MonthlypaymentofGST(CGST,SGST,IGST)
 :PreparationOfGSTreturnofmonthwise

 GSTR-1
 GSTR-3B

 :DepositofTDSonMonthlyBasisonline
 :TDSReturnonQuarterlyBasisinGeniusSoftware.
 :MakingSalarySheetofDelhiBranchOfficeStaff
 :PreparingEPF&ESICDetailsMonthwiseandReporttoHeadoffice.
 :RegistrationofNewMemberinEPF&ESIC.
 :MonitoringBGformobilizationadvance&PerformanceGuaranteeandits

collectionbackfrom client.
 :Verification ofPurchase,Contractor& ReimbursementofExpenses to

employees.
 :Bank,Debtors&CreditorsReconciliation
 :InterCompanyLoan&advancesReconciliation(ManashiGroup)
 :MonthlyLedgerScrutiny.
 :Alltypeofbankingi.e.RTGS/NEFT.
 :PrepareofMonthlyMISreport(ProjectWiseP&L)
 :AgingAnalysisofDebtorsandgeneratedRevenuethroughrecoverythrough

salesteam.



 :PreparingofTaxinvoices,Vouchers&AgencyPayment
 :EnterTDSReceivablefrom Clientsasper26ASatthetimeofBalanceSheet

Finalization.
 :CoordinatingwithAuditorsforAuditingBalanceSheetforDelhiBranch

PROFESSIONALEXPERIENCE(From July2018toJuly2020)

Organization:-OnkarInternationalPvt.Ltd.

OnkarInternationalPvt.LtdisanIATATravelCompany,establishedin1981.Itisa
distinctiveandself-motivatedTravelManagementTeam whoseknowledge,expertise,
professionalapproach,costeffectivesolutionsandworld-classserviceshaveenabled
ustoinnovatepersonalizedsolutionstosuitalltravelneeds.

JobProfile&KeyResponsibilities:-

 :AccountsPayable

 :Alltypeofbankingi.e.RTGS/NEFT,LC,andBGDocuments.

 :ProcessReimbursementExpenses.
 :MakingIATAPaymentsWeeklyBasisontime(ArrangingFund)
 :MakingPaymenttovendorsafterLedgerReconcile.
 :MakingVisaPaymentsafterPairingwithInvoices.
 :MakingJournalVoucherEntryofAirlineBookingonDailyBasis.
 :ControllingMumbaiBranchOfficeCashExpensesandVisaExpenses.
 :PrepareofMonthlyMISreport
 :Enterpostingofpayments,receiptcollection&journalvoucher
 :EnsureTDSwhilemakingpaymenttothepartyandserviceprovideras

applicable.
 :PrepareCommissionEntrypaidtovendorsandreconciliation
 :PrepareRefundtoCustomersafterpairingwithInvoices.
 :DepositofTDSonMonthlyBasisonline.
 :Maintaincashtransaction&pettycashbook,preparingcash.
 :DailyFundFlowStatementofAllBanks.
 :MonthlyLedgerScrutiny.
 :AllCreditCardTransactionReconcilewithinvoiceandStatementandtheir

Payments.

 :BankReconciliationondailybasis.

 :GSTDataPreparationasonmonthlybasisasperGovt.rules
 :MonthlypaymentofGST(CGST,SGST,IGST)
 :PreparationOfGSTreturnofmonthwise

 GSTR-1

 GSTR-3B

PROFESSIONALEXPERIENCE(From Aug2011toJune2018)



Organization:-RajeevGupta&Associates

RajeevGupta&AssociatesisafastgrowingandvisionaryArchitecturalfirm,involved
in Architecturalprojects,Interiorprojects and Turnkeysolutions,based in South
DistrictofNewDelhi,India.

JobProfile&KeyResponsibilities:-

 :VerificationofPurchase,Contractor&Reimbursementbills.
 :Bank,Debtors&CreditorsReconciliation
 :Maintaincashtransaction&pettycashbook,preparingcash
 :Daytodaycash&banktransactions
 :PreparingoutstandinglistofDebtor&makingPaymentfollow-up
 :PreparingofTaxinvoices,Vouchers&AgencyPayment
 :Makingalltypesofvoucherentry.
 :Carryoutbilling,collectionandreportingactivitiesaccordingtospecific

deadlines
 :EnsureTDSwhilemakingpaymenttothepartyandserviceprovideras

applicable.
 :DepositofTDSonMonthlyBasisonline.
 :TDSReturnonQuarterlyBasisinGeniusSoftware.
 :DVAT,HVAT&UPVATdataPreparationasonmonthlybasis.
 :QuarterlyVatPaymentandPrepareVatReturn.
 :PreparationOfServiceTaxreturnofmonthwise.
 :PreparationofGSTR1andGSTR3BDataandSubmittoCA.

ProfessionalExperienceSummary

Enkaygroupofcompany(Aunitofenkaygroupofcompany)
IwasworkingasanAccountsexe.From 16July2009to31July-2011inenkaygroupof
company,448,udyogvihar.GurgaonHaryana.)

Jobresponsibility

 :ComputerizedandManualbookkeeping&Accuracynormalundertaxation.
 :DataentryinTallyERP9.
 :VerificationofPurchase,Contractor&Reimbursementbills
 :HandlingalltheBanktransactions.Rtgs,Neft,ReconciliationofBanks.
 :MaintainofVenderaccounts.&reconcile
 :DepositofTDS&HVATtimely
 :PreparationofHVATReturns.
 :AccountsPayable,AccountsReceivable.
 :BankReconciliationofmajoraccountsondailybasis&monthlybasis.
 :Makingalltypesofvoucherentry.
 :Maintainingcashdailywise.



MatrixBusinessServicesIndiaPvt.Ltd.(Audit&Assurance)
IwasworkingasanAuditorFrom 05March2008to15July-2009inMatrixBusiness
ServicesIndiaPvt.Ltd.(D-38,GroundFloor,AcharyaNiketan,MayurViharPh-1)

JobResponsibility:-

 InternalAuditofDeutscheBank(Export&ImportDocumentVerification)
 AuditforVerificationofOctraiChargesatFutureGroup,Gurgaon.
 StockAuditforPepsiCo.LtdatDelhiNCR.
 StockAuditforNokiaSolutionsandNetworksIndiaPvt.Ltd.

EducationalQualification

 MBAInFinancein2015(Sikkim ManipalUniversity)
 B.Com (Graduation)in2007from UtkalUniversity(Orissa)
 12th Commerce in 2004 from Central Board of Secondary

Education(Orissa)
 10thPassin2002BoardofsecondaryEducation(Orissa)

ITSSKILLS

 AdvanceKnowledgeinMSExcel

 CashXSoftware.

 Tally(AllVersions)

 Proficient(quicklearner)inadaptingnewapplicationsoftware

STRENGTHS

 Focused,Loyal,Team Player

 Analytical,innovative&resultorientedprofessional

 Timemanagementskillsandabilitytoworkunderpressureandbeatdeadlines.

 HandlingofTeamsingoodmanner.

PersonalBackground

FatherName :-RabindraKumarMahalik
DateofBirth :-12.06.1987

PermanentAddress :-At/po:
Gobindpur/Kadaliban

:-Via_Chaudakulat
:-Dist:Kendrapara,Odisha–754222

Date:
Place: (DIPTIRANJANMAHALIK)


