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 The Manager,












Human Resource Department,









































Dear Sir,





























I take the opportunity to introduce myself as a potential candidate in your company through this letter.          I am presently seeking to join a company that offers opportunity for growth and career progression.















      I worked as Junior Accountant for a period of 2 years, Branch Head for a period of one year and Senior Financial Analyst for a period of 6 years. During the period I have gained substantial and worthy experience of tax, financial and management Reporting. Also I have experience of Tally, Word and Excel.















      I am eager to discuss the mutual benefits that your company and I could bring to each other.





























      I look forward to hear a positive reply from you.

Yours Sincerely,
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OBJECTIVE
To work at such a dynamic position specifically in accounts and finance in an organization where my qualification and experience are utilized for the enhancement and improvement of the organization and to win business challenges along with personal grooming.

BRIEF PROFILE

Energetic and dedicated professional having 9 years comprehensive experience in accounting, taxation, financial and corporate reporting in a variety of roles. Practical experience of an accounting software at a number of clients and train their staff. Good in proactively identifying and resolving problems and streamlining accounting system.
· Bachelor of Commerce

CORE COMPETENCIES

Diverse skills set with experience in the following areas:

· Preparation of financial statements.

· Experience of working with multinationals.

· Management reporting (weekly, monthly, annual)

· Proficient in MS – Excel and MS – Word.

· Inventory accounting.

· Tally software.

· Letter of credit.

· Review the work of subordinates.

· Design internal controls and perform implementation.

· Team lead and co-ordinator.

PROFESSIONAL EXPERIENCE

United Coir Factories (Aug 2004 – Sept 2006)
Worked as “Junior Accountant”

Responsibilities

· Prepare financial statements.

· Monitor and process petty cash transactions.

· Responsible for preparing salaries, disbursement and ensuring that income tax is deducted according to law.

· Online payments to various vendors.

· Filing tax returns.
· Prepare reconciliations.

· Correspondence with the tax department.

· Submit weekly and monthly financial reports.

Manappuram Group of Companies (Jan 2007 – Feb 2008)
Worked as “Branch Head”

Responsibilities:
· Reviewing and evaluating work performed by subordinates.

· Defining and preparation of internal control procedures for various areas.

· Reporting to top management.

· Inventory accounting and management.

· Reconciling head of accounts.

· Evaluation of daily, monthly and annual reports.

· To supervise and train the staff under my control.
RR Donnelley India Outsource Pvt Ltd (March 2008 – March 2014)

Worked as “Senior Financial Analyst”

Responsibilities:

· Assign jobs.

· Sending day-to-day attendance to the client.

· Arrange team meetings.

· Proper control over subordinates.

· Cross checking the completed task by subordinates.

· Manage leaves.

· Prepare daily, weekly and monthly reports.

· Evaluate the performance.

Achievements:

· Best Performer Award  - Nov 2009, Mar 2010, July 2010 and Jan 2011

· Red Star Award
     - Apr 2009 and June 2010

· Commendation Letter   - July 2010

· Star Performer               - Dec 2012

Above described responsibilities were carried out for financing, trading and IT sectors which varies in nature, complexity and size. Most of assignments were leaded in a team format comprises of more than ten members.

EDUCATIONAL CREDENTIALS

1999       
-
Pre-degree (Commerce)

2002

-
Bachelor’s Degree (Commerce)




University of Kerala, India

LANGUAGES

· Spoken/written proficiency in English and Malayalam.

· Proficiency in Hindi.

COMPUTER SKILLS

· Quick in getting expert grip on new applications and technology.

· On hand proficient experience of Tally software.

· Excellent knowledge in MS Word and MS Excel.

PERSONAL INFORMATION

DOB




May 30th 1981

Sex & Marital status


Male, Married

Nationality



Indian

Visa Status



Visiting Visa 

