Curriculum Vitae:

ALOKE SAHA

Mobile: 9830724401 / 9836222331
E-mail:  sahaaloke1983@gmail.com
Bandel West Balagarh (Behind Survey College)

Post. – Sahaganj, Dist. – Hooghly. Pin – 712104
PERSONAL DETAILS:

Date of Birth


: 02-02-1983.

Father’s Name

: Ashoke Kumar Saha

Languages Known

: Bengali, Hindi and English

Hobby



: Internet Surfing.

Education:
· Passed Madhyamik Examination under W.B.B.S.E. in the year 1999.
· Passed Higher secondary Examination under W.B.C.H.S.E. 2001.
· Completed B.Com (Hons.) under Calcutta University in the year 2004.
Computer proficiency:
· Completed MS Office (MS Word, MS Excel, MS Word, MS PowerPoint, and MS Access), Tally, SAP.
Working Profile:
Present Status:
· Working as a MIS Executive in Indian Cable Net Company Ltd,  Media Siti, Plot – XI/4, 14th Floor, Sector - V, Salt Lake, Kolkata – 700091.
Present Responsibilities as an Executive – Finance & Accounts:

a. Daily Bank Reconciliation.
b. Prepare of Fund Flow daily basis.
c. Responsible for handling collection received from customer through online Payment Gateway (Paytm & Techprocess) and reconcile the same with bank daily basis.
d. Checking of vendor’s invoice and booking it in system.
e. Accounting for receipts & Payment.
f. Cash management.
g. Maintenance & Verification of TDS, depositing the same on monthly basis.

h. Banking of Cash & Chques.

i. Confirmation of NEFT/RTGS as well as cash/DD/Cheque from Bank, Operation and Marketing uploading the same to system.
j. Responsible for prepare zonal collection & outstanding report.
Previous Responsibilities in Indian Cable Net Company Ltd. as an Officer – Back Office (From Feb’07-May’12):

a. Coordinating with Finance Dept., Operations & Customer care.
b. Checking & rectifying the LCO & customer billing.
c. Collection Reconciliation, Collection Report, Billing and Outstanding analysis etc.
d. Collection, Bill checking, accounting for Receipts & Payments.

e. Different MIS’s on requirement from Operation/Marketing/Finance on Daily/Weekly and Monthly.
f. Co-Ordination with Finance /Operation Team.
g. Analysis the report of marketing and operation team.
Strength:  Self Confident & always trying to best effort for the company.
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