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To join a progressive company, so as to sharpen my skill sets and contribute to the growth of the organization, furthermore to serve the core value of the organization through dedicated and sincere efforts. 

1. Currently Working as Office Administrator cum  Accountant in Fashion Jewellery, M.G Road, Kasaragod that  is from 28/07/2011
      Responsibilities:

· Preparing Vouchers
· Data Entry for new Proposal Forms
· Day to day Book Keeping

· Keeping petty cash register and its control.

· Preparation of Daily report and its submission to Manager.

· Bank Reconciliation
· Preparation of monthly comparison statement of all branches

· Maintain stock register.

· Preparations of cheque issue register.

· Preparation of purchase & sales register
· Follow up with outstanding. 

· Preparation of payroll and making Pay roll entries.
· Preparation of ESI & EPF and its payment.
· Preparation of Service Tax & Sale Tax focuments.
· Preparation Final Accounts
· Auditing the Accounts 
· Arrangements for Staff meeting.
· Attending telephone calls.
· Arranging Meetings for MD.
2. Worked as  Senior Accountant in M/s Quality Assay & Hallmarking Centre P Ltd, (BIS Recognised Gold Hallmarking Centre) , Mangalore Branch(Sister Concern of Malabar Group of Companies, Calicut.) That is from 23/02/2010 to 23/07/2011

        Responsibilities:
· Preparation of Day Book & Ledger.
· Preparation of Petty Cash Book.
· Daily Statements
· Party Wise ledger Maintaining.
· Keeping Purchase register & sales registers.
· Preparation of Profit & Loss Account & Balance sheet.
· Preparation of Bank Reconciliation.
· Follow up with Outstanding.
· Preparation of payroll.
· Preparation of service Tax Chelan, ESI Chelan.
· Preparation of Service Tax and ESI Returns. 
· Preparation of Sales tax Documents.
· Monthly Closing & Reporting to the Top Management.
· Preparation of Various Reports to Various Govt. departments.
· Co-ordination of workers to various sections.
· Looking Administration.
· Customer Service.
3. Worked as Accounts Assistant (Accounts Payable Department) in M/s Sunrise City Supermarket LLC, Al Karama, Dubai for Five Months. That is from 12 Oct-2009 to 15 Feb-2010
      Responsibilities: 
· Verification of Party Account & Invoices.
· Reconciliation of party ledger with Firms Ledger.
· Preparation of payment Ledger.
· Entering Data into ERP System. 
4. Worked as an Accountant in M/s Quality Assay & Hallmarking Centre, Mangalore.(Sister concern of Malabar Group of Companies, Calicut)
That is from 15/10/2007 to 30/09/2009
Responsibilities:
· Preparation of Day Book & Ledger.
· Preparation of Petty Cash Book.
· Daily Statements
· Party Wise ledger Maintaining.
· Keeping Purchase register & sales registers.
· Preparation of Profit & Loss Account & Balance sheet.
· Preparation of Bank Reconciliation.
· Follow up with Outstanding.
· Preparation of payroll and making Payroll Entries.
· Preparation of service Tax Chelan, ESI Chelan.
· Preparation of Service Tax and ESI Returns. 
· Preparation of Sales tax Documents.
· Monthly Closing & Reporting to the Top Management.
· Preparation of Various Reports to Various Govt. departments.
· Co-ordination of workers to various sections.
· Looking Administration.
· Customer Service.  
5. Worked as a Manager cum Accountant in Rajadhani Cargo & Courier Express, Super fast Cargo Movers, Kannur Branch. That is from 20/02/2005 to 10/09/2007
Responsibilities
· Looking Administration.
· Co-ordination of customers & workers.

· Booking of parcel to Goods receipt note.
· Arranging Truck for Transportation.

· Preparation of all Check post documents
· Preparation of daily Statement.

· Preparation of Petty Cash Book.

· Preparation of Day Book & Ledger.

· Party Wise ledger Maintaining

· Keeping Purchase register & sales registers

· Preparation of Profit & Loss Account & Balance sheet.
· Preparation of Bank Reconciliation

· Follow up with Outstanding

· Reporting to the Top Management
6. Worked as an Audit Assistant in A. Raghavendra Rao Chartered Accountants, Hagee Building, and Fort Road Kannur. That is from 14/01/2003/ to 29/12/2004  
Responsibilities:
· Verification of Day Book with reputed vouchers.
· Verification of Day Book with Ledger.
· Preparation of Account Up to Finalisation.
· Preparation of Profit & Loss Account and Balancesheet.

·    Possess intrinsic abilities to shoulder responsibilities at the highest level of competence.

· Willingness to learn and implement. 

· Possess analyzing & understanding capabilities for corrective decision-making.

· Possess excellent Verbal and Written Communication skills.

	Course
	University/ Institute
	Specialization
	%/ CGPA
	Year of Passing

	B Com.
	Calicut
	Co-operation
	52
	2000

	Pree Degree
	Calicut
	Commerce
	50
	1997

	SSLC
	Board of Kerala
	
	57
	1995



DCFA [ Diploma in Computerised Financial Accounting] (Tally, Dac Easy, Peachteee & E-x) at Sreesakaracharya Educational Society, Kannur.


Traveling, Reading and Listening music 

Date of Birth                       :        03/01/1980
            Visa Status

        :        Visit Visa
Gender   

        :        Male
Marital Status  
        :
     Married
Nationality       
        :
     Indian
Language Spoken               :
     English, Hindi, Malayalam
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