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CAREER OBJECTIVE 
        Seeking a position in Accounts & Finance with a reputed organization where I can perform to the best of my abilities and my skills for the benefit of the organization. 

POFFESSONAL SUMMERY 

· MBA in Finance graduated with 3 year of professional experience in field of            Accounts and Finance in India and UAE. 

· Working Platform – Tally ERP and Rww technical services. 

· An adaptable, lateral thinker and quick learner who has extensive knowledge of accounts payable, receivable procedures and general accounting processes. 

· Specialist in handling the accounts of trading companies. 

· Highly dependable, cautious, principled and loyal. 

· Excellent communication, convincing, negotiation & interpersonal skills. 

· Strong analytical, accounting and administrative skills. 

CAREER HISTORY 

· AUDIT ASSISTANT, Kabeeb & Co, India, (20/9/2011 to 10/10/2012)
· ACCOUNTS  ASSISTANT  MANAGER, Rww Technical services L.L.C, UAE,(02/12/2012  to 23/12/2014) 
JOB PROFILE AS ACCOUNTANT: 

· Dealing with accounts payable and receivable. 

· Report to Chief Accountant by preparing monthly financial performance statements. 

· Invoice processing for payment. 

· Handling telephone inquiries relating to accounts payable issues. 

· Finalize Trial Balance with supporting schedules. 

· Prepare Payroll and Management Reports. 

· Manage the day to day financial transactions of the company. 

· Urgent / Same Day payment handled efficiently 

· Reconciliation of bank statements. 

· Monitored and recorded company expenses. 

· Prepare regular reports and summaries of accounting activities. 

· Improving process to resolving queries related issues. 

· Assisting in the finalization of accounts. 

· Manage the Invoice generation Operation & Credit Control. 

· Maintain book of accounts in a computerized environment. 

· Entering vendor invoices into the accounting system. 

· Compiling management reports and assisting with audits. 

· Prepare Projected & Actual Cash Flow Statements. 
JOB PROFILE AS AUDIT ASSISTANT: 
· Accounts analysis for the companies.

· Sales Tax filing.

· Income tax filing for individual and companies.

· Service Tax filing.

· Company registration.

· Trust registration.

· Execute audit assistant functions to check the accuracy of accounting systems and procedures.

· Check all accounting and clients' databases are updated and functioning properly

· Check and verify accounting books and records are in conformity with industry practices and corporate policies.

· Prepare financial statement reports and documentation

· Balance sheet preparation for loan

· Applying Pan card for the clients    

· Applying Digital signature for the client

· Give legal advice for taxpaying to the clients.

· TDS. Payment or refund filing.

· Income tax hearing 

· Make rental agreement for the client

· Petty cash maintenance.      
KEY SKILLS AND COMPETENCIES 
· Strong Microsoft Office skills; proficient in Excel, and Tally ERP. 

· Effective dealing with cash flow forecasting and P & L’s. 

· Computing, classifying, and recording numerical data to keep financial records. 

· Ability to multitask and prioritize daily requirements. 

· Excellent analytical, reconciliation and overall troubleshooting skills. 

· Knowledge in PC programs and accounting software. 

CERTIFIED COURSE 
· Tally ERP 

· Ms-Office-Excel 
· Type Writing
·  Certificate in Banking Technology.
PERSONAL DETAILS 
· DOB : 15/03/1987 

· Nationality : Indian 

· Marital status : Single 

· Languages : English & Tamil 
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