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Objective 
Seeking a challenging position in a dynamic organization to utilize my Accounts  & HR skills and 7+ years of experience in heading high end Land Mark Companies with specific proficiency as an Accounts & HR Executive.
Major Skills
·  Handle corporate  Accounts 
· Receivables  & Payables management 
· Banking work
· Accounts Finalization,Auditors Co ordinate & legal compliance. 
· Payroll process
· Record keeping both employee & company 
·  Analytical, Motivational skills, Interpersonal and Good Communication skills.
· IT related skills (MS office Applications,Tally. ERP 9,Basic knowledge of SAPInternet etc.).
Professional Experience in Brief
	S.No.
	Experience
	Location
	Duration

	Recent / Current Experience:

	1
	Accountant - ICAND SOFTWARE PVT. Ltd. (MaFoi Group) 
	India
	Jan 2013 to Dec 2015 

	Previous Experience:

	2
	Accounts  executive - SAGAR  PHARMA  DISTRIBUTORS
	India
	Nov 2010 to Dec-2012

	3
	Accounts.Assistant - VIJAY MANI  CONTRACTORS PVT.LTD
	India
	Jul 2008 to –Sep 2010


Educational Profile
· MBA @ Sourashtra College,   MK University, Tamil Nadu, India              2006- 2008
· BBA  @ V.H.N.S.N. College,    MK University, Tamil Nadu, India             2003-2006
Personal Profile
· Date of birth 

   :  07 July 1986
· Sex 

   :  Male 
· Marital status 
   :  Married 
· Nationality 

   :  Indian 
· Languages know   :  English, Tamil
	Position held
	Finance & HR Executive

	Accountant
Accounts executive 
 Accounts Assistant 

	POSITION & RESPONSIBILITIES (Detailed)
1. Working as an Accountant in ICAND  SOFTWARE  PVT. Ltd. 
  (MaFoi Group) 
· Review of Day Book and General Ledgers
· Preparing Bank Reconciliation statement and Fund Management
· Handling Treasury activities 
· Filing of Service Tax returns and monthly remittance 
· Direct Taxation work including document maintenance and issuing Form 16
· Reconciliation and follow up for Accounts receivables
· Verification and process of payables including utility payments
· Payroll process including document maintenance and statutory remittance
· Prepare  Monthly MIS 
· Coordination with External/Internal auditors to finalize the Financials in Year End. 
· Provide Analytical review to Management to support business decisions
· Forex Maintenance
· Coordination Of Board Meeting AGM & EGM for Directors
· Maintenance of Secretarial records and registers including like., Share Certificate Issue & maintenance
· Support to Marketing Executives to provided leads and online updates
· Other Admin Related Activities
2. Worked as an Accounts Executive in   SAGAR  PHARMA  DISTRIBUTORS. 
· Preparation of Day book and vouchers
· Preparation of Bank Reconciliation statement
· Maintained and follow up for petty Cash (Receipts/Payments)
· Prepared VAT Report and ensure the remittance on time
· Inventory control including preparing PO and follow up with vendor
· Preparation of Receivable & Payable ageing report periodically and follow up
· Coordination with Internal Audit team
· Prepare Monthly/Quarterly/Hly/Annual  Profit loss account
· Handling Treasury activities
· Accounts Finalization
· To CO  Ordinate with Auditors 
3. Worked as an Accounts Assistant in  VIJAY MANI   CONTRACTORS PVT. Ltd. 
· Preparation of Day book and vouchers
· Maintained and follow up for petty Cash (Receipts/Payments)
· Inventory control including preparing PO and follow up with vendor
· Preparation of Receivable & Payable ageing report periodically and follow up
· Banking work pu to BRS
· Prepare Site wise Profitability including carrying site audit
· Support superior to prepare Financials



