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Subramanian
E-mail Id: Subramanian.159514@2freemail.com 

Objective:
Seeking a position in Accounts / Administration with a well Known organization, where I can utilize my experience & skills.
Personal Skills: 
Experienced in Accounts up to Finalization for last 14 



years. 
Work Experience:

· As an Accounts Manager in Jovisa Trading LLC. – Dubai, U.A.E. (Manufacturer and Exporter of GlamGals Cosmetics) and Trader of Corporate Gifts & Promotional Items from 02.09.2015 to 31.03.2017. Having good experience in handling Accounts, Administration of Head office, 6 Kiosk & Wholesale Shop all around UAE. Well versed with MIS Reports. Also handled product registration with Dubai Municipality & ESMA. Handled Import and Export of goods through Agents from Dubai to different parts of the world. 
· As Accounts Manager in Reliable Dienst Pvt. Ltd. Dadar Mumbai, India. Experienced in handling 25 Shops Accounts by leading 6 person Accounts team for JUST IN TIME (Watch Trading Company) trading all over Maharashtra and Gujrat, Experienced in VAT Working & online Payment, VAT return filing and assisting VAT Audit & financial reports for 1 year.  
· As Accounts Manager in Sethi & Sethi Comfort Products Pvt. Ltd. – Chunabhatti- Sion, Mumbai, India (Sleepwell’s Zonal Distributor of Maharashtra). Looking after day today accounting work, VAT Working & online Payment, VAT Return filing and assisting VAT Audit & financial reports. Good Experience in handling 4 Branches Accounts (Mumbai, Pune, Bhiwandi, Nasik). Achieved Knowledge of working in E.R.P. System (integrated Online Accounting Environment) for 9 years.
· As cashier in M/s. Gayatri Enterprises (Pawan, Navi Mumbai, India) for the Period of 2 years.  Maintaining books of accounts, maintaining salary account of workers and making payment to workers etc.  
Areas of Expertise 
:  
As Accountant:
a) Conversant in all routine accounting functions like processing of sales   invoices, payment vouchers, handling cash/bank transactions, data entries in General Ledger etc.
b) Can prepare statement up to finalization.
c) Can look after complete bank operations and prepare monthly and periodic bank reconciliation statement.
d) Computer & Manual Accounting up to Finalization and Monthly & Yearly Trial Balance.
e) Monitoring Accounts Receivables, Payables and Cash Disbursement   & Expense Recording.
f) Customer accounting and Open Letter of Credit.
g) Posse’s good experience in stock handling, stock verifications and stock valuations.
h) VAT & TDS working & on line payment, monthly VAT & TDS return filing and assisting auditors in annual Auditing and daily routine.
i) Having a good work experience in POS system. Handling number of Kiosk all around Dubai.
j) Stock Audit.

As Administrator:
a) Providing administrative and secretarial support to service staff.
b) Preparation of Reports / Making Quotations, Receipts & other documents.
c) Attending Customer inquiries / Attending important guests of the company.
d) Controlling the Office assets, provide needful support to other Departments.
e) Handling Self-Correspondence & all Computer related jobs. 

f) Placements of orders for day-to-day office requirements.
g) Time keeping & basic administrative work / Follow up of Management decision.
h) Correspondence with corporate offices through Internet & E-mail.
Educational

Qualification



:

  
B.Com. (N.G. Acharya & D.K. Marathe College 



 Chembur- Mumbai University)




H.S.C. (Mahathma Education Chembur Naka - Mumbai 
University)



S.S.C. (Saraswathi Vidyalaya Chembur - Mumbai 






















University)
Technical 



Qualification

:


Knowledge of E.R.P. (Online Accounting) 
Tally ERP 9 & Completed Tally 7.2 Certified 
Course from
Authorised Institute of Tally Solution
Pvt. Ltd. Tally Academy Chembur,
Knowledge
of Windows XP, MS-Office, and Operating
System wins 10, Knowledge of Internet.
(Emailing, Browsing & Search Engines)
Date of Birth




:




2nd September 1977

Language Known
:




English, Hindi, Tamil and Marathi. 

I would best describe myself as a dedicated hard worker, having integrity and a drive to learn, which I feel will definitely fulfill your requirements.

Subramanian 
Place: Mumbai

Date: 
