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CAREER OBJECTIVE

To be able to accomplish a responsible position in Finance & Accounts/Admin where my skills, qualification, capabilities, experience and accomplishment will allow myself for the opportunity related with career expertise and also to be able to exceed to the high standard of professionalism & quality service for the organization I may be associated with.
ACHIEVMENTS / AWARDS 

· Active member of N.S.S for the year 2007 to 2010.
· Participated in Human Rights Day programme in 2008
· Participated in Commerce and Management fests.
STRENGHTS

Self-Motivated, Positive Attitude, Open for Learning and Feedback, Patience to understand, Willpower to overcome hurdles and last but not the least “Common sense”.
ACADEMIC ACCOMPLISHMENTS    
	Course
	Year of passing
	Board/University
	School/College Name

	M.B.A
	2012
	Sikkim Manipal
University
	Sikkim Manipal College, Mangalore

	B.B.M
	2010
	Mangalore University
	SDM College, Mangalore.



	P.U.C
	2007
	Karnataka Pre-University Board
	Pompei Pre-University College, Aikala, Mangalore

	SSLC
	2005
	Karnataka Secondary Education Examination Board
	Pompei High School, Aikala, Mangalore


WORK EXPERIENCE
Over all 4+ years of experience in Accounts.

· Worked as an Assistant Accountant in Kasturba Medical College, Mangalore from 

November-2010 to August-2013.

· Worked as an Accountant in Sanjay Kumar and Associates, in Mangalore from 

September-2013 to June-2014.

· Working as Accountant in Arvind Motors Pvt Ltd, in Bangalore from July-2014 to September- 2015.
Roles and Responsibilities:-

· Support the Requisition to pay invoice processing team.

· Passing Journal Vouchers for various expenses.

· Vendor master data maintenance.

· Resolving client’s queries regarding overdue payments.

· Quick response to query mails.

· Regular attending to team meetings.

· Supporting to team members.

· Passing entry for local cheques.

· Responsible for taking care of the employee T&E claims.

· Vouching of claims submitted by employees, adjusting the advance and accounting the expenses in Siebel.

· Preparing and analyzing accounting records and financial statements reports. 

· Adjusting the advance if taken by the employee.

· Processing of Employee Reimbursement as per the policy and within the stipulated time, Employee foreign travel expense. 

· Reconciliation of various branches.

· Avoiding outstanding expenses and managing the petty cash.
· Preparation of daily, monthly and quarterly reports.

· Regularly handled employee calls and clarified their queries as per the requirement of the process.

· Preparation and online filing of the income Tax, TDS, ESI and VAT returns.

· Preparation of Input and Output Tax statement.

· Preparing of cheques and entry into accounting systems.

· Preparation of Bank Reconciliation Statements.

· Preparation of Salary, Incentive, Bonus.

· Preparation of services tax.
· Handle a team of 150 staffs including Associates, Sales officers and Sale Executives.
IT / COMPUTER SKILLS
· MS Office – Excel, Word, PowerPoint, etc
· Tally ERP 9
HOBBIES

· Listening music, Chatting, Trekking, Reading novels, playing Volleyball, and Cricket.
PERSONAL DETAILS

· Date of Birth
                  : 4th September 1989

· Sex

                  : Male

· Marital Status    
      : Single

· Nationality                        : Indian
· Language Proficiency    : English, Hindi, Kannada, Tulu
I hereby solemnly declare that all the above furnished details are true to the best of my knowledge and belief.      
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