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SUB: Application for the suitable position in Account Assistant.
Dear Sir,
It is with great pleasure to submit my Resume for your evaluation and possible Employment in your company. In view hereof, please consider my application.
I have 2 years of Experience as an Account Assistant.  
I assure you within a short span I can develop and tailor my knowledge accordingly. However, if my Application meets your present staffing requirement, I shall be available as soon as possible. Enclosed here with my Curriculum Vitae for your Perusal.
Thanking You.

CURRICULAM –VITAE



                                                                                         
CAREER OBJECTIVE

To associate myself with the profession, where, I can contribute my entire knowledge and skills for the development of the company in the field of management. I also have keep interest and passion to develop the skills required for the current and future for the Company.

EDUCATIONAL PROFILE

· B.Com (Bachelor of Commerce), Hyderabad, INDIA.
· Secondary School Certificate, Hyderabad, India
PROFESSIONAL EXPERIENCE

Having 1 plus years of Experience in an Account Assistant.
PROFESSIONAL SKILLS:

· Having knowledge of Accounting by using computer added software Tally 9.0 modeling in 2009.
· Assist the Management in day to day accounting work.
· Handle accounts and statutory requirements of business.

· Manage reconciliation of daily cash transactions and maintain cashbook.

· Prepare payrolls for employees, workers and disburse the same through right mode.

· Report to the management regarding the accounting duties assigned to the establishment.
WORK PROFILE (ACCOUNTS)
· Working as an Account Assistant in Kawas Furniture C & B Ics Ltd, Hyderabad, India, since January 2013 to September 2014
       RESPONSIBILITIES:

· Preparation of Invoice, Cash book, Purchase Register, Sale Register, and VAT & CST Bills.
· Check vouchers and cash book entries on regular intervals.

· Cooperate with management in performing duties related to administration in office.

· Manage end to end suppliers invoicing process and ensure they have been completed on timely basis.

· Handle all vendors and debtors correspondence via phone or e-mail, resolve disputes for receivable and payable.
TECHNICAL & SOFTWARE SKILLS
· Tally 9.0 (ERP).
· Computer Skills:  MS- OFFICE, Windows 98, Windows 2000 and XP, Internet skills.
STRENGTHS

· Good Written, Oral, Communication, Interpersonal and organization skills.
· Highly self-motivated and a powerful self-learner.
· Able to withstand pressure and work towards delivering the good results.

· Well versed in Tally 9.0 (ERP) 2009.
· Excellent communication skills and aptitude to work independently.
PERSONAL DETAILS

Date of Birth                  
:   
17-11-1989.

Sex                                  
:   
Male.

Nationality                     
:   
Indian.

Marital Status               
:   
Unmarried.

      Religion 
                    
:  
Islam

      Visa Status
         
:
Visit Visa till October 2014.
      Languages Known          :

English, Hindi, Urdu and Telugu                            

I hereby declared that the all above personal and technical details are true to my knowledge and best of my belief.
