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OBJECTIVE
To attain a challenging and responsible position in a professional atmosphere, to make use my professional knowledge and experience in the field of accounts administration and would provide further scope for career development.
WORK EXPERIENCE
 (April 22, 2012-Dec 24,2013) 
Role: Accountant, Job Responsibilities:-
· Day to day transactions in tally

· Bank reconciliation statement

· Container Check,Dp & Custom Payment

· Follow-up ,manual day –book,E-Token,Billing Etc.
 (Jan 06, 2010- March 26, 2012)
Role: Accountant, Job responsibilities:-
· Prepare Cash Book, Petty Cash Book and Tallying with Gallant Software
· Data Entry, All Purchase, Production GRV etc.

· Cheque making by printer 

· Month wise customer’s accounts statements in EXL and regular follow up them.

· Co-ordinate delivery section with accounts 
 ( May 18, 2007-Oct 31,2009) 
Role Accounts Assistant - Tally Accounting Software , Job responsibilities :-
· Accounting works of various business customers 
· Data entry

· Accounts finalization 
· E- filing sales and purchase details
 (June 20, 2006-May 2, 2007) Dubai, UAE.
Role: Accountant, Job responsibilities:-
· Maintain day to day transactions in Tally.
· Ensure shipping samples with orders.
· Typing office administrative papers L.C. etc.
· Prepare Bank reconciliation statement.

· Office routine works.

Role: Accountant, Job responsibilities:-
· Data entry, checking, prepare cash book and bank reconciliation statement etc. 
Role:  Tax Practitioner (Accountant), Job responsibilities:-
· Maintain Day Book, Ledger, T.B., P&L, A/C and Balance sheet of various concerns.

· Make ready the Books of Accounts for relevant authorities 

· Customer tax computation and filing the return

· Responsible for completion of job on given time

· Customer service
· Office administration 

EDUCATION:
· Passed B.Com Degree in the year 1990 from Calicut University

· H.D.C. Completed in the year 1994 (Higher Diploma in Co-operation)
COMPUTER PROFICIENCY:
· MS Word / Excel / Internet & E-mail
· Tally Accounting package, EZ com, Nano Soft
PERSONAL DETAILS:

Sex



:
Male

Nationality


:
Indian

Religion


:
Hindu

Marital status

:
Married

Languages known
:
English, Hindi & Malayalam

Visa Status


:
Visit Visa 
