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OBJECTIVE
Seeks challenging opportunities in Accounting, Financial and Administrative management positions within a reputed organization where I can utilize my expertise and service for the growth of the company
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CORE COMPETENCIES & SKILLS
· Capable to work both as an individual and as part of a team. 
· Conscientious and highly committed. 
· Proficient in diagnostics and problem solving skills. 
· Self-motivated, dynamic and with good interpersonal & presentation skills 
· Flexibility to perform various tasks 
· Perform well under pressure 

PROFESSIONAL QUALIFICATION
· Master of Business Administration (Marketing and finance) 
SSM Engineering Collage, Erode (ANNA UNIVERSITY) -2009 
· BBM 
Nehru Arts and Science Collage Coimbatore (Bharathiar University)-2007 
· Higher secondary 
Board of Higher Secondary Education, Gov. of Kerala-2003

WORK EXPERIENCE
· One year experience in Leading Company as an Junior Officer for the period from Nov2009 to DEC2010 
· Last Three years working as an Accountant cum Sales Coordinator at Leading 
Company 
Trichy from DEC 2010 to March2013 
Job Description
· Verifying & posting of all receipts 
· Preparation of Monthly reports 
· Keep track on all documents received/sent from Finance Receivable Division 
· Accounting the expenses 
· Verification of the Books of Accounts of above branches 
· Dealing with Banks – Telephone banking, Internet banking 
· Assisting in  Accounting and Administrative works 
· Analysis of Daily reports, tracing out the error entries 
· Auditing the accounts of branches and Coordinating with the respective branch Accountants 
· Forecasting the Working capital requirement for the branches 
· Verification of the Books of Accounts of above branches 
· Reconciliation of Statements 
· Tracing & Follow up on Receivables & Payables 
· Handling of following works on need basis 
· Bank Reconciliation 
· Daily Bank Position 
· Petty Cash 
· Ledger 
· Finalization of accounts 
· Invoice 

COMPUTER SKILLS
· Tally, SAP 
· MS Office 
· Diploma in Computer Application 
	
	PERSONAL INFORMATION

	Age
	:  27

	Date of birth
	:  21 September 1985

	Nationality
	:  Indian

	Marital Status
	: Single

	Religion
	: Christian

	
	

	
	DECLARATION

	
	


I hereby declare that the above made statements true to the best my knowledge
