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	CAREER OBJECTIVE 

	Looking for a position that is suitable to my field of interest. I know I have knowledge in my field of expertise but above all those is my willingness to learn new things that will make me more effective and efficient towards reaching the company’s goals.

	
	PROFILE
	

	
	
	

	· More than 06 years of experience in different organization with extensive hands of experience in accounting including 2 years of Gulf Experience.

· A creative thinker strong in strategy planning and Implementation with a systematic approach to business development and excellent learning skills

· Strong leadership qualities and team building skill along with good communication skill is the Hallmark of my career.


WORK EXPERIENCE
Trading Co.

Accountant (19th May 2014 to 10th January 2015)
Job Responsibilities:
· Prepare Sales Order & Purchase Order

· Payroll Management

· Prepare Letter of Credit

· Handled Day to Day Accounts

· Manage Petty Cash 

· Employees performance appraisal reports

· Stock balancing and maintaining

· Reporting to manager operations

· Reconciliation of Bank Accounts 
· Customer relations

· Prepared and analyzed financial statements

Electro Industries, Jeddah, Kingdom of Saudi Arabia


Accountant (06th May 2012 to 16th May 2014)

Job Responsibilities:

· Prepare monthly internal management reports

· Process Payroll of the staff
· Process all invoices received from vendors
· Manage & Handling payments to suppliers
· Manage petty cash of the office
· Assist in other accounts duties and ad hoc activities as assigned

· Handled Requirement of Cash from various Department

· Cross Checking against expense submission from various department

· Take approval from Executive Manager from all cash requirement by priority 
· Establish and maintain supplier accounts
· Maintains and controls filing system for requisitions, purchase orders, invoices, etc

· Salary statement preparation of distributors

· Voucher creation 

· Reports generation

· Managed inventory entries

· Receipts and payments entered in to the books of accounts 

· Actively participates in all accounts related discussions and issues across the teams.
· Provide clear instructions for the company driver, to coordinate the timely collection and delivery of cheques and the completion of banking activity

· Continually be appraising the financial systems and procedures of the company
· To ensure the smooth operation of the company’s accounting systems
· Account Follow up with Procurement and Stores Departments

· Handling Employees Housing, Schooling & Recreation Allowance 

· Make Final & Vacation Settlement Statement for Employees and take approval from Exe. Manager
· Finalization of Account 
Information Kerala Mission, Government Secretariat, Kerala
Accountant (10th December 2008 to 04th May 2012)

Job Responsibilities:

· Handled day to day activities related to accounts department

· Handled tasks related to preparations of Fund Collection Statement

· Controlling & Managing Petty Cash for Department

· Handling & Maintaining of Invoices from suppliers and vendor

· Follow up with Purchase Department regarding payment.
· Voucher creation 

· Monitored and controlled company expenses
· Checked invoices with payments made
· Reconciliation of Bank Accounts
Educational Summary
	Course
	Year of passing
	Board/University

	Post-Graduation in Commerce
	Pursuing
	Kerala University

	Bachelor of commerce
	2008
	Kerala University

	Higher Secondary
	2005
	HSE

	S.S.L.C
	2003
	S.S.LC


 Languages Known
English, Malayalam, Tamil.
Additional Qualification
· Diploma in Computer Application (DCA) from LBS Centre

· Certificate in Computerized Accounting (including tally) 

Software Skills

· Operating System
:Windows 8, 7, Vista, XP

· Packages 

:MS Office, Tally,

Personal Details
Date of Birth


: 26.05.1988

Gender



: Male

Nationality


: Indian

Marital Status


: Single

Strengths

Good Organizational skills, Leadership skills, Willingness to learn, Adaptability.

Awards/Accomplishments

“Appreciation letter” from Government of Kerala for work relating the collection of funds for EMS Housing Scheme and Bank Reconciliation

Declaration;

I hereby submit that all the above particulars furnished are true to the best of my knowledge and if necessary be substantiated with documentary evidence.











                              Signature,

