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OBJECTIVE

To work as a professional looking forward to associate myself with an organization where there is an opportunity to share, contribute to upgrade my knowledge and show my skills for the development of the organizations and satisfactory they’re off. 

Professional Education
· MASTER OF BUSINESS ADMINISTRATION [Finance& Marketing] from Aurora technological and research institute, Hyderabad, Affiliated to JNTU University with an aggregate of 66.08% in 2012.
Academic Education
·   BACHELOR OF COMMERCE [Computers Application] from Sandeepani Degree College,     Kamareddy, Nizamabad Dist, Affiliated to Osmania University with an aggregate of 75%  in 2010.
· INTERMEDIATE [C.E.C] from Sadhana Junior college. Kamareddy, Nizamabad Dist, with an aggregate of  77.2% in 2007.

· SSC from   Vivekananda School, Kamareddy, Nizamabad Dist, with an aggregate of 74.5%  in 2004.
Professional Experience

Confidential                                          Ltd., Hyderabad.

[confidential  Group is dynamic group, with an extensive experience in wide range of  Construction, Infrastructure, Plotting, Farms& Estates, Clubs & Resorts Serves]
March-2012 to August2013 – Assistant Accountant and Administration officer
Work profile:
· Controlled documents and timely given reports for management
· Recorded all sales invoices and made accounting entries daily basis.
· Daily cash received from customers, field executives and timely deposited into bank, listing and generation, cash register maintenance
· Daily reconciliation of all associated debtors accounts and follow up outstanding payments.

· Handled petty cash and participated office administration.
· Carried out  customers  Registration and cancellation process.
· Postdated cheques deposited into bank due date wise, listing and generation, cheque return advice punching acknowledgement send to customers and cheque register maintenance.
· Made all type of accounting entries like Journal vouchers, Purchase Vouchers, Bank payment entries in Tally accounting system.
· Done An effective communication & excellent relationship with customers and  sales executives.
· Maintained computerized Accounts of customers. 
· Giving the information to customers and Sales Executives for their queries.

· Performed general office duties and administrative tasks. 
· Preparation of variance reports for  senior managers.

· Prepare monthly account reconciliation analysis & Audit.
TECHNICAL SKILLS

Packages

:  M.S. Office.

Operating Systems
:  Windows.
Accounting Package :  Tally ERP9.0, Focus, Wings, Ex-Generation.

Knowledge of          :  HTML, SQL, Photoshop.

PERSONAL DETAILS



Father’s Name:  Satyanarayana.                              Mothers Name: Lalitha.


Date of Birth:  25th August 1989.                           Sex:  Male.


Marital Status: Unmarried.                                      Nationality:  Indian.


Languages Known:  English, Telugu, Hindi.
DECLARATION


I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars.

