[image: image1.jpg]Hefing yo tosearch st b & talent since 20021

XGulfjobseeker.com





CV NO: 1527042










FINANCE & ACCOUNTS EXECUTIVE/ADMIN
Seeking a career defining opportunity in Accounting Sector

SUMMARY

An account assistant having 2 years of full time experience maintains accurate records of accounts receivable, accounts payable, inventory, and other financial data.  Prepares and issues invoices and credit memos ,cash receipts, reconciles company revenue, monitors and follows up on outstanding account balances and generates financial reports such as MIS, Costing Report , prepares vendor cheques , balance related statements and refer accounts to collections. Performs general office tasks, such as answering the phone, typing letters ,E-mails, and filing.

KEY SKILLS

· Maintaining Day to day Petty cash & bank transactions
· Good command over calculations 

· Loyal towards work and duties
· Expertise in working with excel spreadsheets
· Timely Statutory Filing – Returns & Payments

· Creative & Innovative Mind

· Enthusiastic to learn new things
· Handling large number of mails.

· Staff management.

· Preparing outstanding list of Debtor & making Payment follow-up

· Sales & Purchase total reconciliation of accounts calculating VAT

· Reconciliation of Bank Statement at the end of month

· Presenting the reports to the higher authorities
· Payroll.
· Recruiting And selection.
· Knowledge of general record keeping and filing systems

PROFESSIONAL EXPERIENCE

· Worked as Finance & Accounts Executive /Asst manager at NALPAD RESIDENCY, Mysore from April 2014 to September 2015 
EDUCATIONAL QUALIFICATIONS

· MBA - Master of Business Administration (Finance) from VTU
· BBM - Bachelor of Business Management (Finance) from University of Mysore 

· 12th Grade (BASC).
IT SKILLS

Windows OS (98, 2000, Windows XP, Windows 8, 8.1)

·  MS Office

· Internet Applications

PERSONAL DETAILS

· Date of Birth
: 21st April, 1991

· Languages Known
: English, Hindi & Kannada

· Marital status         : Single
· Nationality

: Indian

