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An enthusiastic and highly motivated professional with 2 years of work experience, who has a clear understanding of the role and responsibilities associated with being an Accountant cum Office Administration. Seeking a position in Accounts / Office Administration in a reputed organization where growth prospects are high and where I can utilize my skills and experience


Post  Graduation (2012-2014)
Field of Study      : Co-Operative Management (M.Com)           

University
      : Madurai Kamaraj University
Bachelor Degree(2008-2011)

Field of Study      : Commerce 

University            : Kannur University

Higher Secondary(2006-2008)

Field of Study  : Humanities(2 years)

Board                   : Kerala HSE board

High School  
Field of Study      : SSLC(2006)

Board                   : Kerala State Board


1 .ORGANIZATION: ARUNCHAND AND COMPANY (Accounts & tax practitioners)
DESIGNATION    : ACCOUNTANT
(January,2014– December,2014)
Roles and Responsibilities
· Maintain day to day accounts of the company
· Preparation of Bank reconciliationstatement, debtors and creditors reconciliation.
· Preparation of financial statement including profit&loss account, Balance sheet and accounts for audit.
· Organizing and monitoring of accounts receivable and payable and analyzing them age wise.
· Handling payment and petty cash in systematic manner.
· Reporting MIS report to top management.
· Worked in Tally ERP 9 and MS EXCEL.

· Assisting of preparation of audit reports
2.
ORGANIZATION: ALEEF TILES, Puthiyatheru,Kannur,Kerala.  
DESIGNATION   : INVENTORY MANAGER
(December,2012 - November,2013)

Roles and Responsibilities
· Daily preparing of updated Inventory Analysis Report (Shelf Stock, Goods returns, Repairs/Faulty items, Orders Packed, and Cancellations) and justifying with reasons in relation to excess/short quantity.
· Experience in Accounting background.
· Preparing a Monthly Inventory Internal Audit Report of inventory.
· Assisting Accounts Department with any updation of Data entry of Invoices/Stock/Cost into the system.
· Preparing a weekly Slow Moving Inventory Report for highlighting slow moving items and managing returns to suppliers.
· Responsible for Order Placement/Demand Alignment, Stock Replenishment and Purchaser communications.
· Knowledge in Accounting Package
TALLY   & ERP

· BIOA(Bachelor of International Office Administration)

            MS WORD, MS EXCEL , Arabic Typing, 

            English Typing, Peachtree, Quick Books.

· Willingness to learn new concepts
· Good leadership qualities and interpersonal skills
· Committed to deadlines and schedules
· Systematic and hardworking
· 
  Date of Birth

:  05 DECEMBER 1990
   Sex
 

:  Male

  Religion

:  Islam 

  Nationality

:  Indian
  Marital status     
:  Single

  Visa status

:  Visit 

Languages known :
English

Malayalam

Arabic

Hindi


Date of birth 
    :
 15/07/198
I consider myself good in Accounting and Administration aspects. I am also confident of my ability to work in a team. I hereby declare that the information furnished above is true and to best of my knowledge.
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