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Bachelor’s Degree in Commerce

                                                                                                                                                                           

PROFESSIONAL SUMMARY:
· B.Com graduate with 9 years of experience handling accounts payables, processing payments to vendors, verifying expenditures, handling petty cash & Bank Reconciliation Statement etc.
· Proficient in Peachtree software, TALLY 9/Computerized Financial Accounting and Inventory control and in Office Automation/Microsoft Package.
WORK EXPERIENCE:

1) REPUTED FIRM, INDIA
Designation

 :  ACCOUNTANT
Duration     

 :  Jan 2013 – Dec 2014                          

Job Profile:

· Handling accounts payables / processing payments to Vendors for maintenance work carried out at various properties managed by the company.

· Preparing Purchase Invoice and review all invoices for appropriate documentation and approval prior to payment.
· Preparing and verify daily reports.
· Handling Petty Cash.
· Processing of Bank Deposits.
· Keeping cheques in safe custody and depositing it on due date.
· Preparing Bank Reconciliation Statement, Loan Reconciliation Statement.
· Preparing Debit Note, Credit Note and Capital Purchase Request.

· Updating ready Cheques list as and when cheques are issued to the vendors
· Physical verification of cheques in hand with the Ready Cheque list.

· Corresponding with the vendor and responding to the queries regarding the status of payment.

· To enter the Bank/Cash Payment vouchers, Journal vouchers etc.

· Preparation of audit report as per statutory requirement.

· To assist in the preparation of supporting schedules for auditors.
2) Shriram City Unoin Finance Limited
Designation

 :  ACCOUNTS COORDINATOR

Duration     

 :  Feb 2012 – Dec 2012                        

Job Profile:

· To receive and process all invoices, expense forms and requests for payment.

· Closely monitoring and verifying the accounts on daily basis.
· To ensure proper recording of all transactions in the accounting package
· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.
· Preparation of Bank Reconciliation Statements & Finalization of Accounts.
· To ensure all filing is done in a timely and accurate manner.
· Preparing cheques for payment.

· General ledger maintenance

· Maintaining reports for cash transactions

· Monitoring cash advances

3) Jose Electronics
   Designation
:
Administration Manager

    Duration

:
April 2005 to Dec 2011
Job Profile :
· Dealing with customers
· Co-ordinating Sales and purchase
· Maintaining stock
· Handling Cash
· Sales invoicing
· Recording purchase
· Handling Account
ACADEMIC QUALIFICATIONS:

· Bachelors Degree in commerce from Kerala University, India.

· Diploma in Microsoft Word/Excel/Power point

· Certification in Peachtree Accounting

· Certification in Tally

PERSONAL SKILLS:
· Ability to understand and acknowledge another person’s point of view. 

· Deep willingness to learn
· Team player.
· Ability to maintain excellent working relationship within organization, client & sub vendors.
· Ability to work under pressure & ‘CAN DO’ attitude.

LANGUAGES KNOWN:

English, Hindi, Malayalam, Tamil.




PERSONAL PROFILE:
Date of Birth


:
16-04-1984 

Gender & Marital status
:
Male, Single

Nationality


:
Indian

Visa Status

          :         
Visiting Visa          
DECLARATION:

I hereby declare that the above written particulars are true to the best of my knowledge and belief.


