CURRICULUM VITAE
Manish Kumar Yadav
Mob. No. – 9636363607
E-Mail:- smartyadav9089@gmail.com
PROFESSIONAL OBJECTIVE

To work in a dynamic environment where skills and knowledge go simultaneously and offer me constant opportunity for growth and development.
EDUCATIONAL QUALIFICATION

	Class / Year
	Board/University
	Percentage

	10th
	Raj. Board Ajmer, 2005
	56.67 %

	12th
	Raj. Board Ajmer, 2007
	57.38 %

	B. com. 
	MDS University Ajmer, 2010
	50.00 %

	          M.com
	   MDS University Ajmer, 2013
	        49.67%


PROFESSIONAL QUALIFICATION____________________________________
NIFA CPCA. - National Institute of Finance & Accountant

                              (Certified Professional Computer Accountant on Tally 9 ERP)

· Hindi/English Typing with good speed (28/36 wpm)
:Experience
: 01 Year Under C.A. Accountant Training 



: 6 Month Havells India Ltd. (Computer Operator on SAP)
: Trainee Executive Accounts- (Ananta Spa & Resort Pushkar Ajmer, 21.11.2016 to 
   28.02.2018 (Software use Web Pro-lofic)

: Accounts Executive in Golden Tulip Vasundhara Hotel & Suites, Ghaziabad From    

  01.03.2018 to 21.02.19. (Software use in IDS)
: Senior Accounts Executive in Holiday Inn Amritsar (IHG Group)

  23.02.2019 to 21-10-2020. (Software use Opera/Micros/Infrasys)

: Senior Accounts Executive in Radisson Blu Ludhiana(MBD Group)

  23.10.2019 to Present (Software use Opera/IDS)

:Main Job Tasks and Responsibilities
· maintain up-to-date billing system

· generate and send out invoices

· follow up on, collect and allocate payments

· carry out billing, collection and reporting activities according to specific deadlines

· perform account reconciliations

· monitor customer account details for non-payments, delayed payments and other                                                

   irregularities

· research and resolve payment discrepancies

· review AR aging to ensure compliance

· maintain accounts receivable customer files and records

· follow established procedures for processing receipts, cash etc

· process credit card payments

· prepare bank deposits

· investigate and resolve customer queries

· process adjustments

· develop a recovery system and initiate collection efforts

· communicate with customers via phone, email, mail or personally

· assist with month-end closing

· collect data and prepare monthly metrics

TECHNICAL QUALIFICATION
· Operating System : Windows 98/2k/XP/Vista/7,MS-DOS 

· Basic Photoshop Knowledge also
· Office Tool :Internet, MS Office 2007,2010, 
· Basic Hardware Knowledge also
PERSONAL PROFILE

Name



: Manish Kumar Yadav
Father’s Name

: Anil Kumar Yadav
Date of Birth


: 30-05-1990
Nationality


: Indian

Sex



: Male

Marital Status

: Single
Language Known
: Hindi, English
MAILING & PERMANENT ADDRESS

Manish Kumar Yadav

C\o Anil Kumar Yadav

Q.No.-558, 

Type-II, Gc-II, C.R.P.F., 

Foy Sagar Road, 

Ajmer. (Raj.) 305001
DECLARATION

I hereby declare that above particulars correct to the best of my knowledge and belief.
Date:







(Manish Kumar Yadav)
Place: AJMER






