

[image: ]                    Resume of Sumon Kumar Chanda 
Mailing Address		 	                Permanent Address 
Sumon Kumar Chanda 
226/3 West Dhanmondi,		                Vill: Alka Collage Para
New road 10/A old road 19		Post: Uttar Alka
Dhaka 1209				Thana: Fultala 
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Cell: 01746125059(whatsApp & Viber)

CORE PROFESSIONAL COMPETENCY

Over 05 years’ experience in the field of Accounting and finance also management. Have strong analytical and communication skill and ability to coordinate with different stakeholders. Otherwise I am capable to
· Prepare All type accounting books for payable and receivable ledger books
· Prepare budget for next 3 years, payroll for employs and managements   
Analyse company risk, audit and prepare financial report for management and shareholders.

PROFESSIONAL HISTORY 
Worked as Finance Coordinator (Finance Manager) in RUPANTAR (From Dec 2018 – Continuing) 
Rupantar one of the leading origination in Khulna and work with different partner origination in Bangladesh. As Finance coordination on this origination my main responsibilities are: 
· Ensure all accounting records and supporting documentation for all financial transactions is maintained in a systematic order and a safe and secure condition under the custody of the organization.
· Maintain effective control over cash and, and ensure that the project and partners' funds are well managed and that adequate funds are available to meet the organization's responsibility; execute all necessary financial accounting activities and checks, assuring complete and correct allocation of costs and time, and ensure that internal and external financial reporting complies with the relevant financial standards and regulations.
· Manage & review procedures for processing income, payments, and payroll, monthly, quarterly and year end accounting, bank and cash management, advances and loans and financial policies and procedures. 
· Facilitate and guide necessary teamwork in carrying out daily tasks (cash disbursement, AR, AP, maintaining bank book, payment through banking channel, balance transfer to other operational account etc. ensure team accountability and smooth team functions. Provide statistical & productivity analysis report for Finance & Admin Manager from time to time and organise and perform required accounting routines.
· Lead the development and consolidation of budget and financial forecasting and support to budget holder to ensure budgetary compliances follow, Provide support for during training and in the recruitment process.
· Comparative analysis of the consolidated budgets and expenditures with comments for correctness and improvement and prepare ad-hoc basis management report as when required in terms of efficient utilization of project funds.
· Reconcile supplier and customer accounts as well as general ledger accounts on a regular basis and investigate and close the discrepancies, analysis budget variances and ensure that the bank reconciliation is current.
· Conduct analysis, periodic/monthly review of financial information in line with donor approved budget and regulations; monitors and evaluates issues and concerns, new opportunities related to financial policies, systems and procedures to support quality implementation of the program and optimal service delivery; and recommends appropriate courses of Partnership Agreement and policies.
· Administer and strengthen financial management, accountability and capacities of partners in accordance with partnership policy. Prepare all Procurement related work, RFQ, Work order, Comparative Bidding Analyse (CS) for all procurement process, Yearly procurement plan and maintain all stocks for office. Review half yearly asset management process for office and make report for management.
·  Maintaining control of all necessary documentation and ensuring all daily reports generated are properly checked and exceptions/disputes/discrepancies are correctly handled andArrange procurement of goods and services for regional office including regular updating vendor database. Review payment packages for procured goods and services that are coming from different office offices.
· Analyse and ensures accounting systems, policies and procedures, audit standards, local laws, generally acceptable regulatory standards and compliance to donor regulations are being followed.
· Ensure all report which are related to NBR and other organization are being submitted in timely manner like monthly VAT &TAX report, six monthly withholding tax return, 108 &108A, Annual audit report, annual progress report etc.

Worked as Assistant Manager Accounting & Administration in Hatil Bangladesh (July 2016 – November 2018)  
Hatil Bangladesh one of the leading Furniture manufacturing company and work more than 4 countries in the world. As a team member of that well-known reputed company, have lot of responsibility and work need to maintain in my workplace. 
Main Responsibilities: As a team member of Accounting & Admin department I’ve to maintain all responsibilities, those are:
· Checking monthly salary sheet, wages sheet & OT sheet of the employees
· Preparing daily expenditure summary sheet and cash denomination sheet and maintain petty cash account and keep record all document of petty cash account.
· Checking all type of Bills and voucher, reconciliation bank & party statement basis on monthly
· Maintain all supplier accounts and keep up to date about their payment and make clear there checks on time. 
· Check local purchase bills, record all in proper book check all payment and receipts are recorded in correct place.
· Identify areas of cost savings and bring these to the attention of the Finance Manager and other managers and assist with any other Finance Department related ad-hoc duties as and when necessary.
· Helping to prepare budgeting and financial report for higher level management. 
· Support head of finance and management team to implementation for ERP accounting software.
· Report to the head of account and finance department about accounting expenditure and cash clearance 
· Maintain all admin work for the company also all security programmers, monitoring all security matter. 
· Provide support to the AP function by verifying electronic and paper invoices or credit notes for various services against contractual terms; scanning appropriate invoices to document management system to start workflow for invoice approval and ensure invoice workflow reflects only accurate invoice and supplier details and issue all required payment documents in financial software.
· Arranging company events, dinners etc for visitors, responsible for rental cars administration, handling of advance cash flow in co-operation from finance also Work with IT to assist employees for the assignment of IT devices and their configuration.
· Maintain and check health and safety rules and train all workers about health and safety rules
· Maintain day to activities and report to higher level management also maintain analyse financial report and date for preparing budgeting for different project.  
Worked as Finance officer in SSP group (9th January 2010 – 4th June 2016)
 SSP is global retail food chain supplier Business Company and work more than 54 countries in the world and based on head office in UK, as in London they have more than 800 shops and we have to maintain all accounts and financial department for those shops.
Specific task: As a Team Member of Accounting and finance Management Unit, I have done the following responsibilities:

· Identifying and rising issues impacting the execution of strategic / operational / project plans 
· Prepare and verify daily reports, keep records all daily transaction, process invoice and prepare all supporting documents.
· Prepare bank reconciliation and check all deposit and withdrawn are accurate. 
· Assist to prepare/make budgeting for monthly or yearly period.
· Help to check and prepare petty cash account and if the amount is out withdrawn money from bank and record to petty cash book.
· Prepare authorized vouchers, make check or cash ready for those voucher for them. 
· Prepare vat and tax amount for NBR and submit all relevant document on time and recorded all document in secure file for auditing time.
· Identify areas of cost savings and bring these to the attention of the Finance Manager and other managers and assist with any other Finance Department related ad-hoc duties as and when necessary Investigate and audit all department for prepare financial report.
· Help management update company policy and help HR department to training different staff in origination different department.
· Help to prepare report for management and make corporate plan also help making budget for different activities for origination. 
· Financial reports to the Management by following international standard. 
· [bookmark: _GoBack]Prepare company’s employee payroll for every month and submit for paying salary. 
· Identified all risk for the finance sector where company going to invest the money by discussing financial report.
· Participate in tender evaluation process to procurement rules and regulation. 
· Help to prepare yearly finance report and auditing in different section. 
· General management work and strong knowledge about labour working law.
Major Training Received:
· 14 days’ management and accounting training in SSP (Select service partner group) head office in Euston road in London.
· 7 days if training in finance sector how to prepare and analyse reports for last few years and report to the management. 
· 5 days training in SSP head office for auditing and how company follow the standard for prepare auditing report for upper level management.
· 2 days’ workshop for how to manage people as management training.
 
EDUCATION AND RELEVANT TRAINING 
	Name of Examination
	Department/Group
	University/ Board
	Major Subject
	Year
	Class/ Division

	Ex MBA
	Finance
	Khulna University
	Finance, Management, Auditing
	2023/24
	Studying

	ACCA(Professional)
	Accounting
	London college of accountancy, England
	Cost management, Auditing, Taxation, Business Ethics, etc
	2012
	Part Complete (900 score)

	Bachelor Degree
	Accounting and Finance
	Anglia Ruskin University, England
	Accounting and Finance
	2015
	2nd Class

	H.S.C
	Science
	Jessore
	All Science subject
	2005
	GPA 3.00




REFERENCES:
1)  Abrarul Islam, Compliance Manager, Rupantar, 
     19 Akbarabad estate, Sirisnagar, Khulna
     Mob: 01916401748
    Mail:abrar@rupantar.org

2)  Sahidur Rahman, Finance & Admin Manager, HELVETAS Swiss Intercooperation Bangladesh
      H 13/A NE (K), Road 83, Gulshan 2, Dhaka 1212
      Mobile: 008801715749221. 
      Mail:sahidur1981@gmail.com

3) Kamalesh Chandra Ghosh, Finance Controller in SDC 
     (Swiss Agency of Development & corporation) 
      Bay’s Edgewater,8th floor, Plot# 12 North Avenue   
     Mobile: 01716546381.  
     Mail: kamalesh.ghosh@eda.admin.ch
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