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ACCOUNTING AND ADMINISTRATION MANAGEMENT PROFESSIONAL 


14+ years’ rich experience in delivering optimal results & business value in high-growth environments in the areas of
 Accounting and Administration Operations in the industry.
PROFILE
· Established performance benchmarks in all aspects of Accounts, Finance, Commercial Operations, Accounts Payable/ Receivables, Administration, MIS Reporting and Statutory Compliance with solid planning and organizational skills. 
· Comprehensive experience in managing entire administrative activities relating to Chairman/Director’s office – Travel arrangements, maintenance of entire machines/electronic gadgets installed in office, correspondence, filing, issue of office orders etc. 

· Core competencies in structuring and implementing innovative Administrative policies/procedures to generate undivided commitment & dedication among the team. Result driven and focused with immaculate work habits, excellent man-management, time management and leadership skills
KEY COMPETENCIES
( Accounting Operations ( Office Management ( Bank Reconciliation ( Commercial Activities  ( Cash Handling( Invoicing  ( Receivable management ( Vendor management ( Account Finalization (  Statutory Compliance ( Indian Accounting Standards  ( Project Coordination’s ( All Bank Related works( TALLY ERP 9( MIS.
EDUCATIONAL CREDENTIALS

· BBA from The New Collage - University of Madras, Chennai completed in year 2000.
· Honors Diploma in Computer Application from CSC, Chennai completed in year 2000.
· TALLY ERP 9 Certificate course from  Computer India, Chennai completed in year 2007.
I.T. Skills

Tally ERP 9

 BRS 
MS Office (Word, Excel & PowerPoint)
Internet Operations

PROFESSIONAL EXPERIENCE AND ACCOMPLISHMENTS
GALAXY STAINLESS STEEL FABRICATORS PVT LTD., Chennai




Feb 2012 to till date
Stainless Steel Hand Railing and Balusters Manufacturer & Structural Glazing and Cladding work Engineering.
Senior Executive –Accounts & Admin  
· Handling day-to-day accounting operations & admin operations including maintaining income, expenses, banking and others.
· Task responsibilities included recording of sales, purchases, Fixed Assets Register and maintaining Factory & office accounts.
· Invoice preparations.
· Current Account and CC Account Handling

· Systematically prepared bank reconciliation on weekly/monthly basis and submitted to Director
· Financial Report preparing.

· Team co-ordination and work man leadership
· Accomplished responsibility of conducting financial needs, accounting and Managerial functions.
· Managing collection Team and controlling of AR.

· Coordination with Project Engineers.
· Supplier / Subcontractor P.O & Work Order processing

· Vendor Payables and vendor management
D & B ASSOCIATES, Chennai 








Nov 2011 to Jan 2012
Accounting and Management Consultancy







Accountant – (Part Time)
· Day-to-day accounting operations including maintaining income, expenses, interest & tax ledgers and other Journal vouchers for data entry

· Systematically prepared bank reconciliation on weekly/monthly basis and submitted to CEO

· Monthly Clients VAT Return filing, Stock Audit report Preparing, GRN to Invoice Matching etc.

· Meticulously maintained accounts in TALLY software, Clients Accounting JV & ledger Entry posting.
SUNDUS AL BUSTAN INTERNATIONAL LLC, Muscat, Oman




    Oct 2010 to Sep 2011
Group of Royal International LLC- Hotels and Resorts, Oman 
Accounts Assistant
· Handled different activities like Accounting, Cash Handling, bank work, Invoice Preparation, Monthly Report (Total Receivables, Payables, Petty Cash Expenses, sales etc.) for different Restaurant branches & Hotel Apartments
· Managed Liquor Store Room and preparing monthly stock closing reports.
· Accomplished responsibility of conducting financial needs, accounting and book keeping functions using quick with client billing and collection of the company.
· Carried out day-to-day accounting operations including maintaining income, expenses, interest & tax ledgers and other Journal vouchers for data entry

· Task responsibilities included recording of sales, purchases and Fixed Assets Register and maintaining department and Branch accounts

· Coordinated with Internal and Statutory Auditors for conducting periodic audits.
· Instrumental in establishing controls over billing, collections and cash disbursement
· Restaurants & Hotel Apartments  daily Cash collection and verifications
· Daily Bank Deposits & Daily Cash Purchasing
· Vendor payments
· Restaurant Purchase and Store Handling.
STAR GOLD PANELS PVT LTD., Chennai





             
         Jan 2009 to Sep 2010

Electrical LT Panel Board Manufacturing Company in Chennai
Coordination Executive - Accounts & Administration
· Proactively contributed in keeping track of schedules and appointments, preparation of monthly salary, Office Accounting, AR Follow up, Book Keeping, Monthly VAT Return filing, Preparing Stock details, GRN to Invoice Matching etc.

· Regularly prepared weekly stock closing reports


· Initiated the turnaround efforts for maintaining customer details and vendors details

· Established procedures for custody & control of assets, records, loan collateral and securities to ensure safekeeping

· Drove the efforts for checking of traveling/DA bill as per company norm

· Contributed significantly in checking and pass the transportation bill as per the quotation

· Deftly conducted CFA audit as per schedule & procedure

· Systematically prepared bank reconciliation on weekly/monthly basis and submitted to Director

TARA SALES CORPORATION, Chennai 






       Aug 2004 to Dec 2008

Procter & Gamble - Chennai South Distributors
Accountant

· Meticulously maintained accounts in TALLY software

· Successfully maintained Bank OD, Stock Details, and Vouching etc.

· Actively involved in checking & computation of sales tax and filling the sales tax return

· Fully accountable for monitoring sundry creditors, purchase booking, bill payments etc. and allocation of sales budgeting, volume & value wise

· Keenly involved in external source freight bill check, pass & bill booking

· Facilitated calculation of monthly collection target and length of credit on the basis of total debtors & collection

· Systematically prepared monthly rebates credit notes

· Led & guided the team in reconciliation of variance report between budget and actual
· Monthly P & G Clime sheet preparation and submition
· BDE Travel arrangement and Expense Verification.
VAKHAAARIYA EXPORT & IMPORT COURIERS PVT. LTD., CHENNAI 



     Mar 2001 to Jul 2004
Franchise of Air Fright Logistics Couriers and Cargo in Chennai
Billing and Collection Staff & Operational Activities

· Actively engaged in preparation of duty chart for courier staff, customer bills, Bill Collection & Payment Forwarding

· Interfaced & coordinated with statutory auditors for finalization of accounts & tax audit

· Created & sustained a dynamic environment that fosters development opportunities & motivates high performance amongst team members
· Courier and Logistics Operations Activities
PERSONEL DETAILS

	Date of Birth
	:
	13th Jan 1979

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Languages known
	:
	English, Tamil

	Visa Status
	:
	On Visit

	Visa Expiry
	:
	15th Jun 2015


I, hereby declare that all the information given above is true to my knowledge and belief.

