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Objective

Obtain a position as an admin  cum account assistant in which my organizational abilities can be fully utilized. Work in a place where there is a need for a variety of office management skills including – computer knowledge, organizational abilities, business intelligence and database program use.
 Personal Details

 

            Date of Birth                
:         11-05-1965

            Nationality                  
:         Indian

            Gender                         
:         Female

            Language Known        
:         English, Hindi , Malayalam

                                                          

Educational Details:

P.D.C (12th Completed.)

Other Educational Details

· English Typewriting Lower Passed from Kerala Government Technical Education, Kerala.

· Diploma in Computer Operation from Data Byte Computer Academy , Mumbai.

· Certificate of Financial Accounting  Data Byte Computer Academy, Mumbai.

· Tally ERP 

 

 Computer knowledge

· MS Word, Excel, E-Mail, Internet, 

· Accounting Package Tally 4.5, 5.4, 6.3, 7.2, Tally ERP 9 

 Experience

    I)   Worked with  Gimgiri Ref.Co.Pvt.Ltd as an admin cum Sales , Mumbai 

         for the period of 2 years  from March 1995 to  May,1997.

         Responsibilities: 

         Preparing of Invoice, quotations, PO’s , challans, letters and sale the trading 
materials for constomers and collect the cash in cash counter and prepairing of 
sale bill / cash  memo
  2)   worked with  Engineering Co.Pvt.Ltd  as an administrative cum account assistant  

        For the period of May, 1997 to till today.

Admin Assistant:

· Assist with administration : prepare purchase orders , delivery challans, LR, packing list, bank  guarantees and invoices, update database, communicate with suppliers and store manager.
-   Conduct inventory, place orders of materails and purchased office stationery’s.
-  Perform general administrative tasks.

-  Arrange the ticket’s of Director for the site vist and tour.
-  Answer customer queries by telephone, email or in person
      - Stored and distributed incoming communication data including faxes, letters and  

       emails and organizing filing system .
       Filed  documentation,  inventories and reports.
-Organized the scheduling of meetings& conferences.
An accounting assistant 
Assists the accounts manager's day-to-day responsibilities. Their job is to make entries in general ledger books for every monetary transaction that takes place in the organization on daily basis. They prepare and maintain various support documents like invoices, bills, vouchers and receipts for the clients concerned.

Responsibilities:

Maintained all accounting in Tally software up to Trial balance.

· Maintain books of accounts in Tally,
· Receive invoices or bills from vendors, get them sanctioned and arrange for payments through checks or bank transfers.
· Maintain petty cash book and authorize payments done by cash by making entries under appropriate account head of the book.
· Submit monthly reports regarding the expenses and cash book balances.
· Make entries of the financial transactions of the organization data base system.
· File and maintain a record of various supporting documents sent and received by the organization for reconciliation purposes.
· Receive sales and purchase reports and note the amount of sales / purchase returns by recording the corresponding entries. Also, compute the amount of goods in stock and add it to the assets accounts.
· Prepare and send notices to debtors for remittance of bills.
· Responsible for accounts payable and accounts receivable; coding, data entry, generating checks, and customer/supplier communication.
· Assisted with monthly bank reconciliations including check cancellation .
· Generated monthly resident invoices using Excel.
· Recorded and prepared all cash receipts for bank deposits.
· Verifying Invoice as per PO raised 
· Calculation of Monthly TDS Deposit Tax Challan.
· Preparation in dealing with banks for issue of Letters of Credit and Bank Guarantee 

· Taking care of  Sales Tax form ‘C’, E-1 & Form’H’

DECLARATION : 

I hereby declare that the above details given are true up to my knowledge. 

