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To 
The Consent Department, 
Dear Sir,


I am applying for the position of Accountant.

I am a qualified accountant with more than four years of experience in Accounting and Auditing. I have worked as an Accountant at Rolex Tyre Retrading unit. Currently I am working as an Accountant and in My Happy Home Developers and Builders from last 3 years. Where I have maintained financial transaction, payroll activities and documentation work.
I have achieved important role and responsibilities in my job by demonstrated skills. Prepare project reports and financial reports, payroll activities, and co-ordinate to auditor with all necessary detailed documents. 
I have good computer knowledge in ERP packages like SAP Fico and Oracle Finance. 

I have a working knowledge in Tally and MS office.
I have strong communication skills and commitment to developing a positive team environment and Easy adoptability of New Concepts and Ideas. I am eager to move into a challenging position that will allow me to take more of a leadership role and progress my career.
I believe that it will be an advantage for your organization development and my carrier growth.
Thank you
Best Regards
CAREER OBJECTIVES
I look forward to associate with an organization where there is scope for contributing and upgrading my knowledge for development of both self and organization. To reach exalted position in my area of Accounts and Finance
PROFESSIONAL SKILLS 
Prepare financial statements and reports. 
Experience in Accounts payable and Accounts Receivables

Good knowledge in Computer skills and ERP Software such as SAP FiCo and Oracle Finance 

Good interpersonal, Team building and Time management skills, and high level of accuracy 
EXPERIENCE AT GLANCE
I have 4 years 3 months of experience in Accounting, and Auditing. Experience in accounts payable, Accounts receivable and maintaining general ledgers, book keeping, Payroll functions and procedures. Working knowledge in accounting package Tally and MS-Office.
WORK EXPERIENCE  
Organization
MY HAPPy HOMES DEVELOPERS AND bUILDERS
Position

Accountant and Administrator 
Period


Feb ‘2011 to Feb ‘2014
Responsibilities:
· Involved in various projects of My Happy Homes.

· Create project accounts in the accounting system
· Maintain Accounting, Payroll, and Documentation responsibility.

· Accounts Payable, Accounts Receivable.
· Maintain General  Job Costs and Administrative Expenses
· Responsible for the invoice processing, reviewing, making the payments to vendors.
· Prepare all project-related billings and supplier invoices
· Preparation of Bank Reconciliation Statements, Cheque issue & Deposit register
· Preparing monthly financial statements, including monthly WIP reports
· Maintain Balance Sheet, profit and loss statements and monthly closing and opening accounting periods.
· Reconciliation of Vendor and Customer statements.
· Communicate with clients to manage funding.

· Maintain project-related records and change orders.
· Maintain incoming and outgoing documents and generate weekly and monthly reports 
· Coordinated weekly and monthly payroll functions for employees.

· Prepared company accounts and tax returns for audit.

· Proficient use of Tally. Responsible for Tally maintenance and setup
· Working knowledge in MS-Excel

· Performs activities, function and other related tasks and duties as assigned or required
Organization
Rolex tyre retrading unit (MANUFACTURE)
 Position        

Accountant     

 Period

May ‘09 to July’10
Responsibility    

· Compile and analyze financial information to prepare entries, general ledger accounts, and maintenance of Up to date document business transactions

· Preparation of Bank Reconciliation Statements, Cheque issue & Deposit register

· Prepare vendor cheques for mailing and Maintain Purchase Order Processing system. 
· Responsible for data entry, processing cheques, filing, and auditing petty cash envelopes

· Vouching of receipt and payment. Resolve accounting discrepancies.

· Prepare financial statement for every financial year & monthly report

· Follow-up payments and revenue from Customers and Vendors
· Preparation of documents from purchase orders to invoice as per requirements.
· Accounts data execute in MS-Excel 
PROFESSIONAL QUALIFICATIONS 
· Master of Business Administration from Jawaharlal Nehru Technological University 
· Graduation in Bachelor of Commerce from Sri Krishna Devaraya University 
COMPUTER SKILLS

· ERP


:
SAP FiCo ECC 6.0.
Oracle Financials R12.
· Ms-Office 2007
:
Ms -Word, MS- Excel, MS- Power Point
· Accounting Packages
:           Tally 7.2, Tally ERP 9.
Focus and Busy 

PROFESSIONAL SKILLS 
· Accounting and Financial reporting skills and Documentation skills

· Knowledge in internal audit 

· Considerable knowledge of procurement practices

· Ability to communicate both in writing and verbally

· Knowledge of ERP accounting system

· Excellent interpersonal, Team building and Time management skills, problem solving skills 

· Attention to detail and high level of accuracy

· Establish and maintain effective working relationships with all levels of staff and contacts
PERSONAL PARTICULARS 

· Nationality

:
India
· Date of Birth

:
24 Feb 1985


