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· Profile     -----------------------------------------------------------------------------------------------------
To describe myself in a nutshell, I am systematic, organized and hardworking; ready to take up any challenge of life abreast with the latest trends and a team player with excellent communication skills.
My core competencies include Client Relationship, Accounting and Financial Operations, MIS Reporting, Credit Control, Accounts Payable and Receivable and Payroll. Well organised and IT literate, I work well on my own, as well as making a contribution in a team environment.
· Experience     ------------------------------------------------------------------------------------------------
Admin and Account assistant | GK Granites Ltd.
Ernakulam, India | July 2013 – July 2015

· Responsibilities include Daily review of cash flow and bank balances
· Reconciling Customer Accounts & Bank Accounts on Daily basis
· Review of payments and follow up with banks and clients for reconciliation issues
· Accounts Payable and Receivable
· Preparing MIS Reports such as weekly collection reports, monthly aging report
· Maintaining and updating sales and purchase ledgers (Invoices, receipts, payments etc.)
· Scheduled Client Appointments
· Verifying the financial statements and monitoring entries in the general ledger
· Participate in Hiring and Training
· Working with Tally ERP and Spreadsheet (Lookups, Pivot tables and Macros)
Account Assistant | Shankara Infrastructure Materials
Bengaluru, India   | Aug 2010 – July 2011 
· Accounting day to day activities on tally (includes journal and ledger) 

· Maintaining and Reconciliation of Cash book and Pass Book

· Maintaining Stock Register
· Generate Invoices to clients

· Scheduled Client Appointments And Maintained Up-To-Date Confidential Client Files
· Analyzing and solving Audit Issues
· Preparing general ledger accounts and checking

· Interacting with internal and external auditors in completing audits

· Interacting with bank officials
· Assist with Finalization of Accounts
· Working with spreadsheet and Tally ERP 9.2

· Education     -------------------------------------------------------------------------------------------------
MBA | Finance and HR 

Anna University | Chennai
2011 | 2013
BBA | Finance

Calicut University | Calicut
2007 | 2010

· Computer Skills     -----------------------------------------------------------------------------------------
· Diploma in Software Application
· MS office (Word, Excel, Access and PowerPoint)

· Photoshop , Illustrator, Coral Draw and Flash

· C, C++, VB.net, ASP
· Tally 9.2 ERP
· Operating System: Windows 7, XP, 10 and Ubuntu
· Typewriting English (Higher)

· Animation

· Project and Summer Internship     ---------------------------------------------------------------------
Steel Industrials Kerala Ltd. | Ottappalam
Financial Performance and Ratio Analysis | 6 months

KAMCO Ltd, | Kanjikkode

Study on the impacts of inventory management system on firms performance | 2 months
· Personal and Passport Details ---------------------------------------------------------------------------


Date of Birth


:
17.05.1990


Sex



:
Male


Nationality 


:
Kerala - Indian

Visa Status


:
Visit Visa
