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Career Objective:

Seeking a position in the corporate management world in an esteemed organization and utilize my skills and abilities in technical, analytical, interpersonal & management field for fulfillment of both company’s as well as personal objective.

Work Experience:

Current Organization:
Contractors
Duration:


Since April 2012 to July 2014
Position held:


Accountant
Key Result Areas(
· Lead the accounts & finance Independently in an effective manner in the computerized   environment
· Tax Compliance - IT sales tax, service Tax, TDS 

· Relationship with bank / Funding Institution and Bank reconciliation 
· Account for all receipts received, cash, CDC / PDC, bank transfer, updating all transactions accurately and quickly in Tally ERP.
· Ensure timely deposit of cash and cheque in the bank on daily basis.
· Ensure cash and cheque control account are reconciled with physical cash and cheque on daily basis.
· Prepare daily cash collection report. Submit reports of cheque deposited and PDC in hand.
· Ensure safe keeping of PDC/Guarantee/Security Cheques and release them after appropriate approval.
· Prepare accounts receivable reports for management.
· Provide support to sales department for taking new approvals by providing them with the outstanding balance in customer account.
· Answer all vendors/customers queries related to payments and outstanding balances.
· The role will interact with internal and external customers both face to face and via email / telephone to answer queries and update the customer with details of their outstanding.
Previous Organization:
Spacio Design Pvt. Ltd
Duration:


Feb ’10 to Mar ‘12
Position held:


Accounts Executive
Key Result Areas( 
· Maintaining Books of Accounts such as Cash Book, Bank Book, and Sales, 

Purchase Register etc.

· Bill passing, Cash handling.

· Sales tax.

· Service Tax

· TDS/TCS.

· Bank Reconciliation Statement.

· MIS Preparation with our manager.

· Preparation of entire pay role activities & salary entries against payment

· Stock Verifications.

· Invoice Preparation, Etc.,
· support to the manager in MIs Preparation
· Preparing Cheques 
· supporting to Companies Internal & statutory Audit
· Audit of Accounts carried out for: Auditing of Vouchers, Data Entry in Tally relating to all accounts activities and Inventory Checking and Invoice Preparation.
Previous Organization:
Jasmine Concrete Exports Pvt. Ltd
Duration:


May ’08 to Jan ‘10
Position held:


Accounts Asst.
· Cash Handling
· Bank Correspondence work

· Bank Reconciliation Statement

· ST, TDS / TCS Remittance 
· Vouching & Filing Books of Accounts
· Accounting daily Entries in Tally 

Educational Qualification:

B.Com (CS) from The New College, University of Madras. 2004 - 2007
HSE from The Wesley Hr Sec School 2004 
SSLC from The Wesley Hr Sec School 2002
Computer Qualification:

· Tally ERP
· MS Office
Primary Assets:

· Quick Learner & Confident 
· Good Listener
· Ability to work in a Highly Motivated Team Environment
Personal Profile:

Marital status
            
: Single





Date of Birth
           
 
: 05th April 1986 




Nationality
            
: Indian
Visa Status


: Visit Visa

Interest



: Playing Cricket & Snookers  
Declaration:
I confirm that the information provided by me is true to the best of my knowledge and belief.

