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Curriculum Vitae

SAJIN ODUPARA

sajin.odupara@gmail.com          
____________________________________________________________________    
Career Objective
Seeking a growth oriented and challenging career that leverages my broad knowledge and experience through a position where I could apply my knowledge, experience and skills.
Areas of interest:

General Accounts, Accounts and Audit, Banking Operations and AccountsProcessing.
Education

· Intermediate Certification from ICAI (“Institute of Cost Accountants of India) in 2012.

· Bachelor’s Degree in Commerce (B.com) - University of Calicut (2011) with 74% marks.

· Higher Secondary Education in Commerce from HSE Board of Kerala with 75% Marks
Strengths

· Strong analysis and problem solving skills. 

· Creative and resourceful, embraces new concepts and ideas.

· Fast learner, able to understand new ideas and concepts quickly.

· A team player and leader, capable of integrating with and developing efficient work groups.

· Good verbal and communication skills.  

· Good time management skills.

Professional Experience
1. Assistant Accountant at Exquisite Trading LLC from 5th July 2015.

Duties / Responsibilities:

•
Preparation and Maintenance of Accounts Books and Records

•
Prepare and Maintain Sales reports and monthly Forecasting.

•
Coordinate monthly payroll functions for employees.
•
Processing of Purchase Invoices and approving for payments
·      Reconciliation of Bank Accounts

·      Handling Petty cash

2. Accountant at Xarrow Paper Products (October 2014 to April 2015):
Duties / Responsibilities:

· Reconciliation of Bank
 Accounts

· Preparation and Maintenance of Accounts Books and Records

· Prepared company accounts and tax returns for audit.

· Coordinated monthly payroll functions for employees.

· Liaised with bankers, insurers and solicitors regarding financial transactions.

· Managed financial departments with responsibility for Budgets, Forecasting, Payroll, Accounts Payable and Receivable.

· Managed vendor accounts, generating weekly on demand cheques.

3. Cost Accountant and Management Trainee, Audit &Taxation, at Embassy Property Development Pvt Ltd Bangalore (July 2013 to September 2014):
· Assist and support tax consultants and professionals in handling taxation matters

· Organize tax works for tax professionals

· Prepare, organize and handle all tax documents, reports and statements

· Ensure compliance with company rules, policies and regulations

· Ensure compliance with tax professional standards and ethics in tax assistant functions

· Manage and update the tax database

· Perform several clerical and secretarial duties such as type, print or copy documents and reports, answer telephone, make appointments and receive and send e-mails

· Perform other required tasks

4. Accountant at Xarrow Paper Products (May 2011 to June 2013):

· Working with spreadsheets, sales and purchase ledgers and journals.

· Preparing statutory accounts.

· Calculating and checking to make sure payments, amounts and records are correct.

· Sorting out incoming and outgoing daily post and answering any queries. 

· Managing petty cash transactions. 

· Controlling credit and chasing debt. 

· Reconciling finance accounts and direct debits.

Projects

· Project on Organizational Sales Behaviour and Market Research at Ultratech Cements Agency, Malappuram, Kerala, India.

· Paper on Cost accounting and Modern Management- Calicut University, India.
· Seminar on Financial Position Broad and Narrow View.
Computer Literacy
Accounting Software
:
Tally 9 ERP, Realsoft ERP, Advanced Excel, Microsoft Office word.
Operating Systems
:
Windows XP, Vista, Windows 7&8 and Linux.

Visual Basic, Macromedia, Adobe Photoshop, Adobe Flash and other third party software like Linux and Ubuntu and various web based modules. 

Personal Details.
Marital Status



:  
Single 

Date of Birth



:
10th September 1991.
Nationality  



 :
Indian

Languages Speak, read and Write
:
English, Hindi and Malayalam
Languages Speak


:
Tamil and Kannada
Reference:
1. Gangadhar Paramashiv

Assistant Manager- Accounts & Taxation.

Embaassy Property Development Pvt Ltd.

Bangalore- India

Email: Gangadhar.p@embassyindia.com

2. Shibin TKT
Managing Partner- Accounts

Xarrow Paper Products

Palakkad- Kerala

Email: shibin@xarrow.in

