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  Objective: 
To work in learning and challenging environment, utilizing my skill and knowledge to be the best of my abilities and contribute positively to my personal growth as well as growth of the organization.
 Employment History 
Assistant Accountant,SN Central School (4th June 2010 to 31st December 2010) 
Job Profile – Accounts

· Responsible for timely completion of financial reports and submission to Management for their appraisal & approval.

· Maintain petty cash

· Accounting up to Finalization and Yearly Trial Balance and Balance Sheet.

· Monitoring Accounts Receivables and payables.

· Payment follow-up.

· Maintain Books of Accounts such as Debtors, Creditors, payroll and PDCs entry.

· Negotiates with Customer regarding issuance of Post Dated Cheque.

· Maintain Good Relationship with Clients

· Preparation of P&L and Balance Sheet on monthly basis in computerized environment.

· Payroll accounting and various Reconciliation viz. Bank, Suppliers and Debtors, etc. 

· Maintaining books of accounts manually as well as on computer.
Computer Knowledge: 
●Microsoft Office  

●Programming 

●Databases  
● Internet
Skills: 
· Ability to work under pressure and under deadlines. 

· Good verbal and written communication skills. 

· Self-motivated and hardworking. 

· Quick Learner.
Educational Qualification: 
· Dual MBA(HR & Finance) from Kerala University  ,2014 with 75% mark
· Bsc Computer Science from Kerala University  ,2008 with 64% mark
· 12th Class (Science) from Kerala Higher Secondary Board, 2002 with 64% mark
· 10th Class  from Kerala Board Exam, 2000 with 79% mark
Technical Qualification
· .IT & ESM (NCVT)  with 85% mark
· .PGDCA with 74% mark

 Personal Details: 
Date of Birth :   31/05/1984 

Sex  :    Female 

Marital Status : Married 

Nationality : Indian 

Languages Known:    English, Malayalam 

 

