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· Accounting and Auditing.
· Preparation of books of accounts and management report.
· Generation of various Accounting Reports like Bank Reconciliation Statement, Ageing Analysis, Income & Expenditure Statement, Cash Flow Statements etc.
· Well versed in understanding of management requirements and Coordination of Key accounts. 
· Office Administration.
· Knowledge in System Administration.
· A keen strategist with abilities in managing operations with key focus on ensuring optimal utilization of resources.

· Ensuring successful ramp up of business assignments and ensuring effective monitoring benefits.  


·  Accounting skill
· Analytical skill

· MIS Preparation

· Communication skills

· Office Administration 

· System Administration

· Technical Skills

MANAGERIAL & Accounts

· Accounting with Tally
· Prepare and control administrative budgets

· MIS Reporting & Analysis.
· Coordinate work flow
· Office Administration.
· Update and chase delegated tasks to ensure progress to deadlines

· Take initiative in manager's absence

· Keep projects on schedule 

· Arrange meeting facilities
System Administration

· Installation of Windows and Linux OS

· Managing Printers

· Troubleshooting techniques and client relation

· Upgrading a computer

· Configuring windows firewall and defender

· Configuring and managing Users and user groups.

· Backup and Restoration.
M/s Sreedharan Nair Tax Consultant Office, March 2009 to December 2011

JOB TITLE: - ACCOUNTANT GENERAL
·  PREPARING AND MAINTAINING BOOKS OF ACCOUNTS & GENERAL LEDGER ACCOUNT:-
            Maintain Books of Accounts as per in Accordance with generally accepted Accounting Principles.
            Which includes generation of various Accounting reports like Bank Reconciliation Statement, Ageing 

            Analysis, Income & Expenditure Statement, Cash Flow Statement etc,                         
· PREPARING AND MAINTAINING PAYROLL REGISTER :-
            Preparation of Wages registers, Muster Roll and Service record.
· PREPARING INVOICE AND FOLLOW UP RECEIVABLES:-
             Invoicing customers according to works progress or as per the payment terms stipulated in contract, 
             This includes timely follow up of the payment from customers.
· PREPARING PURCHASE ORDERS AND ARRAGING PAYMENTS TO VENDORS:-
             Preparation of LPO based on the material requisition from the store and supporting documents. This    

             Includes arrange payments to vendors according to the payment terms mentioned in LPO.
· HANDLING PETTY CASH:-
Handling petty cash to meet day to day office running expenses, this includes proper documentation of all supporting vouchers after authentication from management and periodical submission of petty cash statement to management.  
· PROVIDING M.IS :-     

Preparing and presenting financial reports to the Management for their review, analysis, this includes   sales analysis, analysis of management information system, Presentation of reports to CEO and Director Board. 
· REVENUE AND COST ANALYSIS:-
Monthly analysis of company’s revenue, this includes comparing sales with previous months sales and preparation of management Accounts. 
· OFFICE ADMINISTRATION & HR :- 
Handling day to day activities of office administration. Helping management during the process of recruitment and training of new staffs.
Hilite Builders Pvt Ltd :   January 2011 -to  April 2014 – Kerala, India 
                       JOB TITLE: - Purchase Officer
· Job Profile: Coordinating with suppliers and clients for smooth arrangements of orders,
· Preparing comparison statements, Monitoring stock levels and re-order them to adequate stock, Issuing monthly and annual reports, 
· Negotiating with suppliers on best prices,delivery logistics and terms of business, 
· Coordinating the purchase activity with the site requirments
· B.Com. (Bachelor of Commerce) from University of Calicut.  

· Plus two (Commerce)from Kerala State Higher Secondary Board
  
      
 1. Accounting Software: -  Tally.
     
 2. Very good knowledge in MS Office.
 
Age


: 28 years (DOB-08-07-1985).

Marital Status

: Married.

Religion

:  Hindu.

Nationality

:  Indian.

Languages known
: English, Hindi, Malayalam, Tamil
DECLARATION

I hereby declare that all the above information given by me is true to the best of my knowledge and belief.
PROFESSIONAL PROFILE





MY STRENGHT





CORE COMPETENCIES





CAREER HIGHLIGHTS





EDUCATIONAL QUALIFICATIONS





OTHER MANAGEMENT & CERTIFICATE COURCES





COMPUTER KNOWLWDGE





PERSONAL DETAILS










