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EXECUTIVE SUMMARY
	Qualified Accounts& Administration Professional with more than3 years of successful performance within diversified industries. Providing support to department activities with specific responsibility for the processing, recording, updating and reconciling fiscal information in compliance with established policies; providing instructions, recommendations and/or accounting support to other personnel; and analyzing expenditures against budget. Highly inquisitive, creative, resourceful and goal oriented committed to maintain quality and efficiency. Well versed in accounting software such as Tally ERP 9 and Peachtree 2010, QuickBooks 2010.


QUALIFICATIONS
	
	
	


	· CMA- Institute of Cost and Management Accounts of India (Course Completed)


	

	· Bachelor of Commerce



Calicut University, India - April 2010
	

	· Higher Secondary-commerce with computer application
	


COMPUTER SKILLS
	
	
	


	· SES Certifications in tally ERP9 , Peachtree2010 , Quickbooks2010
· Certification in Computer Awareness Program of NITC IBM ACE 

· Proficient in MS office 07,2010
· Excellent Accounting knowledge

· Proficient in accounting software


COMPETENCIES
	
	
	


	Accounting
· Setup and maintain chart of accounts and books of accounts of the organization.
· Maintains a wide variety of financial information, files and records for the purpose of ensuring the availability of documentation and compliance with established policies and regulatory guidelines.

· Reconciles a wide variety of financial data for the purpose of maintaining accurate account balances and ensuring compliance with established accounting practices.

· Reviews financial information for the purpose of identifying potential budget variances, compiling statistical information and conforming to established financial practices and regulatory requirements.



EMPLOYMENT HISTORY

	
	
	


Bangalore, India, Ph:+91 9731301902,+919731114436.

Worked as Accountant from January 2014 till Feb 2015.
Major responsibilities;

· Prepare, examine, and analyze accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.

· Analyze business operations, trends, costs, revenues, financial commitments, and obligations, to project future revenues and expenses or to provide advice.

· Accounts Receivable and payable management, follow up receivables from clients.

· Managing funds of the organization so as liquidity of the organization.
· Establish chart of accounts, and assign entries to proper accounts.

· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.

· Operate a range of office machines such as photocopiers, computers , file papers and documents 

· Preparing payroll and ensure timely payments as per the policy of the company.
· Documenting accounts receivable/payable processes and procedures, listing prepaid expenses/deposits and unrecorded accrued liabilities, utilizing information systems to improve performance efficiently and effectively.

· Preparing monthly management reports, Income statement, balance sheet and other reports as per management.
· Monitor and review accounting and related system reports for accuracy and completeness.

· Communicating with banks for all matters concerning accounts of the organization, banking facilities, LC,LG..,
· Attending all matters concerned to Accounts of the organization and including audit queries.
SREE SANKARACHARYA;
Sreeayyappan complex, bypass junction, kalpetta , wayanad,673123

Ph:0493 5250250,9349032433, Corporate office:  Rajiv Gandhi road, Kannur, kerala , india

Worked as Accountant from Aug 2011 to Nov 2013
· Managed accounts payable, accounts receivable, and payroll departments. 

· General A/c related work such as preparation of vouchers, record Keeping and accounting transactions

· Answer Telephone Enquiries From parents, attend to visitors and Assist other staff in the organization with their enquiries 

· Prepared annual accounts and reports. 

· Managed payroll function for employees. 

· Monitored and recorded college’s expensesContacts
· Worked as purchaser in procurement department, maintained large list of suppliers, responsible for purchase order process till delivery

· Prepares, maintains, and reviews purchasing files, reports and price lists,.

· Compares prices, specifications, and delivery dates in order to determine the best bid among potential suppliers.
INTERESTS
	
	
	


· Reading Commerce Journals and Management Magazines,

· Participate in National Seminars and Workshops

	
	
	


PERSONAL DETAILS
	Date Of Birth
	:
	27-01-1990

	Nationality
	:
	Indian

	Linguistic Ability
	:
	English , Hindi , Malayalam , Tamil

	
	
	

	Visa status
	:
	Visiting Visa (up to 6th June) Transferable  


Professional Statement:
If awarded challenging position, I can assure the best service by using my Qualification and professional experience at the same time maintaining a high standard of performance and business ethic.
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