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CAREER OBJECTIVE
Seeking a career position in a distinguished organization that will enable me to apply my Analytical, Managerial and Communication skills to the maximum, which will enhance my knowledge & experience by working in a challenging and competitive environment.
SYNOPSIS

· Have 5+ years of experience as Accounts Cum Admin Executive and Assistant marketing manager in India

· Professionally qualified with Master of Business Administration (MBA) & Bachelor of Science in India

· Proficient in MS Office Application

· Wide exposure to accounting policies & procedures.

· Energetic and capable of working independently and a good deal of autonomy.

· Have excellent time management skills & can meet the deadlines without compromising on quality.

· Excellent communication & interpersonal skills. 

· Self-motivated and hardworking with zeal for professional progress and career advancement through determination and dedication.

· Quick to grasp new ideas and concepts, and to develop innovative and creative solutions to almost all problems.

· High level of perseverance and Time Management

· Self motivated; comfortable in taking initiative & working independently.

· Can work under pressure and meet deadlines.

PROFESSIONAL EXPERIENCE
· Assistant Accounts cum Admin, HEBCO Motorcycles Pvt Ltd, India, October 2006 – November 2009
· Assistant Marketing Manager  , Mewar Hi-tech Engineering Ltd, India, February 2013 – Septamber2015
Job Profile as Assistant Accountant cum Admin
· Setting off all bills and cheques

·   Involved in Managing accounts payables & receivables.
· Received and recorded invoices and arranged payments.

· Prepare and send invoices to debtors

· Calculate and distribute wages and salaries.

· Prepare regular reports and summaries of accounting activities.

· Supervise & coordinate in petty cash activities for the company.

· Prepare daily cash summary.
· Handling  the day-to-day processing of Accounts Payable transactions  booking  purchase entries
·   Forecasting working capital requirement through the report of working capital budgeting and monitoring cash budgeting to control cash out flow 

·   Administering maintenance of books of accounts, inclusive of Trading and   P&L account with the finalization of  monthly , quarterly & yearend accounts 
· Verify recorded transactions and report irregularities to Senior Accountant
·   Review and answer correspondence; File correspondence & other records.
·   Developing and maintaining documentation and controls for all payroll related activities and 
Procedures.
Job Profile as Assistant Marketing Manager
· Producing & analyzing sales figures, then reporting them to marketing managers.

· Proof reading for all marketing material, both print and online.

· Writing marketing emails & then sending them to customers & sales prospects.

· Assisting the marketing team with day to day administration duties.

· Coordinating telemarketing activity.

· Assisting in organizing promotional events. 

· Booking advertisement space with local newspapers.

· Involved in organizing planning and controlling exhibitions.

· Working with the sales team to maintain and update pricing / listing details.

· Strategic marketing planning.

· Project management. 
· Advertising and direct marketing.

· CRM, database management.

· Maintaining database of customer contacts.
ACADEMIA
· Master of Business Administration (MBA), Anna University Chennai
· Bachelor of Science (B Sc – Physics),Calicut University
· Diploma in logistic management,  

TECHNICAL PROFICIENCY

· Proficient in MS Office Application
· Email and Internet
PERSONAL MINUTIAE

Date of Birth:

11-05-1987
Nationality


Indian 
Visa status:


Visit Visa 
Linguistic Proficiency:
English, Malayalam, Hindi and Tamil
Declaration:
I hereby declare that the above-furnished details are true to the best of my knowledge & belief. I will produce all supporting documents in original on Demand.
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