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Sujith
Sujith.182086
PERSONAL STRENGTHS

· Excellent analytical and logical abilities.
· Inborn managerial and leadership skills and a very good team player.
· Very rich in self confidence, determination, ingenuity and common sense. 
· Quick learning skills, easily adaptable and always keeps a positive attitude.
· Highly systematic and aggressive in attaining goals.
EDUCATIONAL QUALIFICATION
Bachlor  of Commerce. (B.Com).  
Name of the institution: Mahatma Gandhi University Kottayam.
 PROFESSIONOL EXPERIENCE SUMMARY 
3 Yrs. Exp. in Accounts (India)

4 Yrs. Exp. in sales (India)
	Designation
	Organization
	Duration

	Accounting Assistant &

Cashier
	SML Finance & Motors Thodupuzha, Authorised dealer Piaggio Ape
	Feb 2005 to May 2008.

	NRI Executive.
	ICICI Bank Thodupuzha
	Aug 2008 to Aug 2010

	Area Sales Manager 

	confidential.

	Oct 2010 to Present


COMPUTER PROFICIENCY

OS 


: Windows XP, Windows7, Windows8


Software’s

: MS Word, Ms Excel, Ms Outlook

Accounting Package 
: Tally ERP 9.0
JOB PROFILE 
As Assistant Accountant.

1. Daybook and ledger data posting in third party accounting package.

2. Maintaining day book manually.

3. Handling and maintaining statements of daily cash collection from customers.

4. Assisting in preparing monthly finalization of accounts, Cash flow & fund flow statements

5. Reconciliation of accounts Payables, preparation of cheques for vendors & arranging payments to vendors through bank transfers.

6. Handling Accounts receivables (Credit control), petty cash, preparation of receipts, posting bank entries & preparation of monthly bank reconciliation statements.

7. Handling payroll of more than 200 employees & leave settlement of employees.
As NRI Executive
1. Maintain customer relationship with NRI Customers

2. Assist NRI Customers to open NRI Account
3. Customer Follow ups
As Area Sales Manager 
1. Handle sales activities of Cardiac products in Chennai region

2. Maintaining competitor awareness

3. Preparing business plans

4. Managing customer retention

5. Growing in new accounts

6. Growing the business

7. Conducting performance reviews

8. Training staff in new techniques

Personal details

Date of Birth
: 22/05/1981.   
Religion
: Hindu.  
Nationality
: Indian    
Sex
: Male.  
Marital Status
: single. 

Visa Status
: Visiting visa 
LANGUAGES KNOWN

Languages
Written
Spoken

English

Good

Satisfactory
Hindi

Good  

Satisfactory

I hereby declare that above information is true, correct & complete to the best of my knowledge.
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