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Visa status
: visit visa
Job Focus
: Administration – Accounting - Finance
Objective and Resume Summary
Admin/Accounts Professional with 3+ year experience in a busy office. Based on my work experience I believe that I am very solid candidate for the job due to my extensive work background, strong organizational skills and my ability to work with a wide range of professionals.  However, with such I am also open with new knowledge and ideas that will help me enhance and be more productive that will help me with my work.

Work Experience
Designation: Office Administrator cum Accountant  
     December, 2011 to February, 2015
Bake ‘N’ Joy (2 bakery food factories, 6 retail outlets and 2 group companies) – Kerala, India
Office Admin:  

· Handles incoming and outgoing calls (receive call, screens, and routes) in a professional manner

· Meet and greet clients and visitors; Handles customer queries and problems

· Setup and coordinate meetings
· Setup travel arrangements (ticket and hotel bookings) of employees

· Maintain suitable and sufficient office stationary levels 
· Maintain Admin files, financial files and legal documents
· Book and keep records of company’s subscriptions and office service contract
Accounts:
· Experience in maintaining accounts independently
· Experience in entering general accounting transactions on a day to day basis such as invoice, purchase orders, official receipts and payment vouchers in computerized accounting system Tally ERP 9

· Prepare payroll and other tasks relating to staff wages

· Maintain general ledger, Bank reconciliation statement and Customer/Supplier accounts reconciliations

· Liaise with banks, auditors and other governmental bodies

Key Skills
· Excellent organizational and administrative skills

· Computer Knowledge: MS Office Suite, Internet and e-mail applications with a good typing speed and Knowledge in Accounting Software (Tally ERP 9 and Peachtree)

· Good interpersonal skills and Excellent English & Hindi Communication Skills
· Ability to work independently or as part of a team

· Excellent temperament to multi-task and coordinate various activities under high pressure and time constraints

Academic Qualification
· Completed MBA (Finance and Marketing) at MDIMS, Kasaragod (Kannur University) in November, 2011
· Completed Bachelor Degree (Mathematics) at Government College, Kasaragod in March, 2007

· Completed PUC at GHSS, Madikkai (Kerala State Board) in March, 2004
· Completed SSLC at RHSS, Nileshwar (Kerala State Board) in March, 2002
Project Undertaken
· TOPIC

: Financial Statement Analysis
COMPANY

: Kerala Agro Machinery Corporation Ltd.

DURATION
: 45 days

· TOPIC

: Organizational study
COMPANY

: Western India Plywood Ltd.

DURATION 
: 30 days 
Computer/Software Proficiency
· Peachtree Accounting (G-Tec Computers – Kerala, India) during June, 2009 - September, 2009
· Hardware & Networking (G-Tec Computers – Kerala, India) during September, 2008 - June, 2009
· Tally & ERP 9 Accounting (Logic Computers – Kerala, India) during July, 2007 - October, 2007
Achievements and Positions Held
· Fine Arts Secretary, Malik Deenar Institute of Management Studies – (2009 - 2010) 

· Transport Coordinator of National level college management fest named “Revolution’Z” – 2011

· Student Coordinator of Industrial Visit – 2011

· Participated in the Annual Workshop on “Strategic Management” – November, 2010

· Participated in the Training Program conducted by JCI on “Mind Your Business” – May, 2010

· Participated in the National Seminar on “Emerging Trends in Management” – February, 2010

· Participated in the National Seminar on “Mathematical Analysis and Related Topics”
Personal Information

Gender

: Male

Marital Status

: Single

Date of Birth

: 09th Nov ‘86

Nationality 

: Indian

Visa status

: visit visa

Availability

: Immediate
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