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Accounts Professional
ACCOUNTS/ ADMINISTRATION 


	

	

	Qualified and Experienced Accounts Professional with proven work experience in Accounts, General Ledger Accounting, Reconciliation, Payables-Receivables, handling cash and Managing Computerized Accounting. A dedicated team player, who can bring to your business: additional professional organised work approach with positive attitude and practical work experience. Possess excellent analytical, problem solving, communication, interpersonal, negotiation and coordination skills. Well versed with Accounting Package (Tally 7.2), MS Access & ERP 

	EDUCATION


	B.COM  Chennai University , India


	1986

	PROFESSIONAL EXPERIENCE


SENIOR ACCOUNTANT
ALTAFOOQ INTERNATIONAL GENERAL TRADING CONT  KUWAIT
-   2005 to Till Date

	
	

	Accountant,  M/S T.STANES & CO LTD  CHENNAI, TRICHY, India.
	1987 - 2004

	
	

	Total Year of Experience
	25 Years


	AREAS OF EXPERTISE

	Accounting Functions:
· Develop; implement document record keeping and accounting systems, using computers.

· Monitor all general ledgers accounts together with costing efforts and its supporting transaction documents. 

· Handle complete books of accounts independently up to finalization including books of cash transaction, bank reconciliation, payroll and other related jobs. 

· Take care of accounts receivable follow up, prepare cash flow statements, customer-vendor reconciliation statements & prepare MIS, final accounts such as Profit & Loss account and balance-sheet. 

· Handle payments (out going), attend payment enquiries, handle suppliers, and maintain books of accounts. Manage routine office administration and payroll.

· Handle cash book, general ledger, personal ledger, journal register, reconciliation of bank statement and other accounts.

· Prepare Cash Voucher, Payment Voucher, Journal Voucher and assist in the preparation & finalisation of Accounts and bank reconciliation.

· Prepare delivery orders, sales invoices, statement of accounts and record purchase invoices, payment follow up, collect the cheque from suppliers.

· Maintain and prepare of the books: cash book, purchase register, sales register, general ledger payroll register, collection reports etc.
·  LC Handling &  Reconcilation of GL Account. 

· Monthly reports preparation and reporting to Director.



	D.ANANTHRAMAKRISHNAN


	PROVEN JOB ROLE

	Senior Accountant , ALTAFOOQ INTERNATIONAL GENERAL TRADING CONT  KUWAIT
·  Preparing and issuing Receipts for cash, Cheques-CDC/PDC, bank transfer and LCs.

·  Maintain of Bank Accounts

·   Preparing offset for customers who are vendors also, collecting dues or making payments as  per
     the case, after getting confirmed by AP Accountant and customer.
·   Prepare the monthly reports and send to Director
·     Attending customer queries and providing the details requested.
·    Preparing the Monthly Expense Report & Income Statement
·    Preparation of Budget report to the management twice in a month
·   Auditing expense report for Employees and sending for Payment after approval and maintain
     a file in excel.
·   Booking petty cash expenses through cash JV's.
·    Passing JV to transfer from one account to another etc as per the requirements.

·   Preparing manual Credit notes or Retailers rebate and the same maintain the XL
·   Preparing and filing Daily reconciliation of Showroom sales against collection and notify the
     Discrepancies if any.
·   Notifying and follow up for Bounced cheques with sales engineers and updating the status of
     Clearance to credit controller.
  Posting Bank Statements in to SAP and clearing the Ledger Accounts.
 Accountant M/S T.STANES & CO LTD  CHENNAI, TRICHY, India. , 
· Preparation of Budget report to the management twice in a month. 

· Preparation of PDC Cheque listed / issued details. 
· Reconciliation of vendor statement and preparation for payment on the basis of aging    
· Pay Roll Preparation.

· Attending Payment enquires & payment collection

· Preparing the Bank Reconciliation.

· Preparation of Debtors and Creditors Aging report.

·   Maintaining record of Invoices and Posting the Invoices in xl.

·   Preparation of MIS – Cash Reports, Payables and Receivables, Budgets, Profit and Loss a/c and Balance sheet.

· Reconciliation of cash book and Bank statements and Purchase Registers for the Purpose of Auditing.

· Handled cash Transactions, and prepared Payroll for the Employees. 

· Established tables of accounts, and assign entries to proper accounts. 
· Handled of routine accounting functions, handle daily accounts data entry, prepare accounting reports, customer service appraisals report, filling, balancing, etc. 

· Prepared, examined, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.
· Assisted chief accountant in accounts finalization.


	PC SKILLS


· Computerized Accounting Package Tally ,  & MS Access 
· MS Office (Word, Excel), Internet & E-mail Applications

	LANGUAGE


English, Tamil & Arabic Basic
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