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Swathi 
Swathi.241536@2freemail.com 
 
JUNIOR ACCOUNTANT
D.O.B.: 17.05.1992

Nationality: Indian

Visa status: visiting visa

Gender: Female

Objective
Employment in a organization which offer challenging opportunities, an excellent co-operative working environment to utilize my technical and professional knowledge, enabling me to improve my ability, develop my functionality and improve the organizations plans and work procedures.
Strengths:

· Excellent verbal & written communication skills

· Self-starter, self-motivated with strong professional ethics.

· Result oriented ,responsible & hardworking

· Ready to meet work pressures and deadlines

· Dynamic ,enterprising, enthusiastic & well presentable

· Excellent convincing, negotiation &interpersonal skills
Education:
 MBA (Finance& Human resource management), (2012-2014) with 67%
 From: Srinivas Institute of Management Studies

Mangalore University, Karnataka, India 

Bachelors in Commerce (co-operation), (2009-2012) with 60%
 From: Kannur university, Kerala, India 
Key skills
	    •  Financial analysis
	      •  Banking
	   • Administration 

	    •  Customer Service
	      •  Marketing
	   •  Reception

	    •  HR management
	      •  Computer literacy 
	   • Leadership

	    •  Entrepreneurship
	      • Professional liaison
	   •  Business development

	
	
	

	
	
	


Training attended:
· Overall study of Payyanur Service co-operative bank

Duration: 1 month

· A project on Taliparamba Primary Agricultural&Rural Development Bank with special reference to Financial Analysis.
Employer Details:
VINAYAKA ENTERPRISE (wholesale pharmaceutical distributors) – august 2014 to July 2015
Role at work:
· To assist with the preparation of financial statements
· Assist with the monthly close procedures
· Prepare account reconciliations (cash, liabilities, fixed assets, payroll accruals) and supporting sub-ledgers
· Writing reports

· Providing management with feedback

· Maintain, verify and rectify customer balances in accounts receivable records. 
· Correspond with customers having long overdue and delinquent balances. 
· Maintain bank deposits and check payment records. 
Administrative functions:
·  Provide administrative support to the accounting department. 
· Proficient with Microsoft applications- Word, Excel, PowerPoint, Email & internet, Operation Systems: Dos, Windows XP, Windows 7, accounting packages tally
· Maintain and manage office administrative expenditure. 
· Integrate administrative and accounting functions smoothly
· Drafting letters & Emails 
· Answering the phone calls diligently

· Office administration

· Maintained files & records

Language skills:
               MALYALAM – Mother tongue

              ENGLISH – proficient (To read, speak & write)

              HINDI – Intermediate (To read, speak & write)

              TAMIL – Intermediate (To speak)

