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CAREER OBJECTIVE:

Seeking a challenging position in a well-established organization that provides opportunity to learn and enrich my competencies and thereby ensure my professional growth.

FIELD OF INTEREST:

Willing to take up responsibility as an Accounts Manager, Senior Accountant or Administrative Manager in any organization
PROFESSIONAL EXPERIENCE:

	Name of the Organization
	Position Held
	Period
	Duration
	Functional  Area

	
	Accountant
	Nov 2010 to Nov2014
	4 Years
	Finance and Administration

	
	Accountant
	July 2008 to July 2010
	2 Years
	Finance


EDUCATIONAL QUALIFICATION:

	Degree/
Course
	School/College
	Board/University
	Year Of
Passing

	MBA
	The Oxford College Of Engineering, Bangalore
	Visvesvaraya Technological University
	2008

	B.Com.
	Yuvadeepthi College, Changanacherry, Kerala
	M.G University, Kerala
	2006

	D.I.T
	Manipal Institute of Computer Education, Study Centre, Kerala
	MICE
	2005

	H.S.C (12th)
	S.B.H.S.S Changanacherry
	Board of Public Examinations,
Govt. of Kerala
	2003

	S.S.L.C (10th)
	S.B.H.S.S Changanacherry
	Board of Public Examinations,
Govt. of Kerala
	2001


SUMMERY OF EXPERIENCE:

· November 2010 to November 2014
Designation:

Accountant 
Roles and Responsibilities:

· Manage day to day operations of the accounts payable and accounts receivable 

· Preparation of daily and monthly sales Report.

· Petty cash management

· Monitoring the credit Limit for Shopping Malls (LULU, SAFARI, GIANT STORE, SHARAF DG)  and  informing the top Management 

· Co-ordinating the Team Members to improve their performance 

· Worked as a team leader during “SALE” period of the Samsung Showroom and motivate team members to increasing sales 

· Introduced new work processes that help to improve work efficiency in the service area 

· Preparing Power Point Presentation for the Yearly Sales 

· Preparation and keep record for the Electricity, Telephone and Vehicle Repair and Fuel expenses for the Entire Organisation 

· July 2008 to July 2010
Designation:

Accountant
Roles and Responsibilities:

· Worked with team members in tasks such as updating general ledgers and journal

· Maintaining Day Books, Ledger, Stock Register

· Preparation of Trial Balance

· Performed general office duties and administrative tasks

· Managed the internal and external mail functions

· Provided telephone support

· Scheduled client appointments and maintained up-to-date confidential client files
· Client Generation

· Customer Relationship

· Maintaining Accounts Registers of the Trading Firm

LANGUAGES KNOWN:
· English, Malayalam and Tamil
IT SKILLS:

· Known Office Package: Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Outlook Express

· Known OS: Windows98, Windows2000, Windows ME, Windows XP, Windows Vista, Windows 7

· Known Accounting Package: e-pro SCM Solution (Supply Chain Management) – Oracle, Tally 7.2 VAT enabled, Creating all Accounts Code to e-pro System

· Internet, HTML and Multimedia

PASSPORT DETAILS:

Date of Issue


:           27-08-2008

Validity


:           26-08-2018

Visa Status


:           Visit Visa 

PERSONAL INFORMATION:
Gender

:
Male

Date of Birth              

:
19-Dec-1985
Nationality                  

:
Indian                                           

Marital status                   
:
Married 

DECLARATION:
I do hereby declare that all the above furnished information/statements are true to the best of my knowledge and belief.
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