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Post Applied For :           Accountant                          
	

	

	Profile Summary  
	

	A commerce graduate and anticipated bachelor degree in finance in 2011 who is keen to find a position as an Accountant. Reliable, trustworthy, numerate and meticulous. Worked for more than 2 years and gained a good understanding of what is required of an accountant. Able to work on own initiative or as part of a team and can deal with administrative duties competently. 

	


	Education
	

	
	

	Bachelor of Commerce – Bank Management, University of Madras, Chennai, India
	2011


	Career Snapshot
	

	Accountant, Electronics &Hardware (Assistant Accountant as Part time experience)
	                                Feb2010-2011

	Accountant, Accenture India Pvt Ltd Company (Accounting Executive)

	            Apr 2011-2013 



	
	

	Proven Job Role
	

	· Planned, set up (both manual and later computerized) and administered accounting systems)

· Preparing monthly/yearly profit & Loss a/c and Balance sheet.

· Manually recorded and compared book and files Books such as: Day book, ledger book, debtor’s and creditors book, bank reconciliation book, payroll record, sales and service book besides keeping files for sales bill, purchase bill, telephone bill and so on.

· Maintaining inventory records Generating various inventory reports- evaluate & report to the management for physical stock variance with book stock.

· Calculation & accounting of depreciation- disposal of assets-calculation & accounting of profit/loss on disposal-physical variation of assets-generating other asset related reports.

· Creating employees records-calculation of wages/salary and overtime-preparing payroll sheet and salary disbursement- salary transfer- calculation of end service obligation-generating monthly/yearly report

· Maintained spreadsheets for Suppliers, Receivables and Logistics.

· Worked on , Oracle Financials 11i processing JV in GL, invoices in AP and AR.
· Handling petty cash & reporting to management.

· Daily deposit of cash &cheques – coding related transactions-bank reconciliation-letter of credit

· Prepare and reviewed budget, revenue, expense, payroll entries, invoices and other accounting documents

· Reconciled and verified financial discrepancies associated with manual inputs.

· Doing sales tax and income tax matters accordingly.

· Preparing  Debit and credit notes .

· Recommend, develop and maintain financial database, computer software systems and manual filing systems
· Prepare general correspondences, memorandums, reports, schedules, purchase orders and other materials from rough draft, copy, marginal notes or verbal instruction.

· Always been loyal to all our deed.




	Course
	

	Advanced Diploma in Manuel and Computerised Accounting (Tally ERP 9) ,Peachtree, quick book

Diploma in Computer Application




	Competencies
	

	

	 Administration/ Secretarial.

· Excellent quantitative/analytical skill.

· Excellent time management and organising skill.

· Serve as main point of contact between staff members and department heads.  

· Manage administrative roles, perform assigned duties and prepare correspondence.

· Read and analyze incoming memos, present reports to find out their significance on various concerns and plan their distribution to appointed unit for proper response. 

· Open, sort, and deliver incoming correspondence, including faxes and e-mail, file and restore documents, records and reports plus arrange travel itineraries for executives.

· Fast in collecting and organizing all information as requested by the Senior Managers.

· Organisational and motivational communication skill.

· Responsible to all duties as assigned.

· Capable of multi tasking.
· Maintain appointment calendar, schedule appointments, conferences, and meetings.

· Requisition supplies and materials for office and office copy equipment.

· Perform multi-pragmatic tasks successfully.

· Operate standard office equipment to include word-processing and data processing equipment, copiers, laminators, etc..

· Maintain confidential information of office related information.

· Great knowledge of office practices and procedures; business correspondence; record keeping systems; office machine operation; English grammar including usage and composition; telephone etiquette.

· Strong ability to exercise judgment and tact in dealing with the public and other employees.

· Excellent ability to work under minimal supervision and prioritise work.

· Remarkable ability to identify and correct errors in English usage, sentence structure and punctuation.

· Strong ability to work with a variety of people.

· In-depth ability to type correspondence and other documents in a variety of formats on a typewriter or personal computer from clear copy or rough drafts at a minimum of 25 words per minute.

· Excellent ability to use word processing equipment and/or software applications on personal computer.



[

	I.T. Skills
	

	· Versed with, MS Office Suite (Excel, Word, Power Point, Outlook), Adobe Photoshop (Graphic Design Software), e-mail applications, internet surfing and web research

· Good networking skills involving LAN/WAN Media, Windowing, Linux Server Installation & Maintenance

· Adept in hardware engineering (installation, maintenance, troubleshooting of PC and laptops)



	Personal Details
	

	Nationality
	:
	Indian

	Date of Birth
	:
	13 Nov 1988

	Marital Status
	:
	Single

	Languages
	:
	English, Basic Malayalam, Tamil 

	
	
	

	Nationality 
	: 
	Indian

	Reference
	:
	Available on demand
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STRENGTHS





3 years of work experience in Accounting 


Skilled in Administration, secretarial


Committed to service excellence


Confident to overcome challenges


Proficient with computer applications


Performs efficiently under work pressure


Problem solving & decision making skills


Strong communicator-dedicated learner


On visiting visa


















