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Administrative Assistant with 8 years of experience flawless preparation of presentations, preparing facility reports and maintaining the utmost confidentiality. Possesses a B.Com and expertise in Microsoft Office. Looking to leverage my knowledge and experience into a role as Administrative Assistant.

PROFESSIONAL EXPERIENCE

KSV COTTON MILLS P LTD, TAMILNADU, INDIA


             October 2007 – November 2015

· As an Junior Accountant and Office Clerk Job Responsibilities
· Prepare journal entries

· Complete general ledger operations

· Monthly closings and preparation of monthly financial statements
· Prepare analysis of accounts as requested

· Assist with year end closings

· Administer accounts receivable and accounts payable

· Review and verify invoices and check requests

· Sort, code and match invoices 

· Set invoices up for payment

· Enter and upload invoices into system

· Track expenses and process expense reports

· Prepare and process electronic transfers and payments

· Prepare and perform check runs

· Post transactions to journals, ledgers and other records

· Reconcile accounts payable transactions

· Monitor accounts to ensure payments are up to date

· Researc
h and resolve invoice discrepancies and issues

· Maintain vendor files

· Correspond with vendors and respond to inquiries

· Produce monthly reports

· Assist with month end closing

· Monitor and resolve bank issues including fee anomalies and check differences

· Account/bank reconciliations

· Review and process expense reports

· Simplified the processes of retrieving data from the computer system, maintaining department records, typing and compile reports daily, quarterly and annually

· Type confidential letters for senior members 

· Responsible for the filing of billing requisitions as well as the retrieval of archived requisitions

· Handled all payroll activities for 250+ employees and distributed cash before end of month

· Answered incoming calls resolving issues with both customers and billing department

· Converted manual payroll system into all digital system, designing, implementing and training staff on usage
· As an Administrative Assistant Job Responsibilities 

· Schedule and coordinate meetings, appointments, and travel arrangements for supervisors and managers

· Maintain utmost discretion when dealing with sensitive topics

· Manage travel and expense reports for department team members

· Typed documents such as correspondence, drafts, memos, and emails

· Opened, sorted, and distributed incoming messages and correspondence

· Purchased and maintained office supply inventories, and being careful to adhere to budgeting practices

· Greeted visitors and determined to whom and when they could speak with specific individuals

· Recorded, transcribed and distributed minutes of meetings

· Solid knowhow of general office procedures
· As a Receptionist Job Responsibilities

· Greeting visitors , in person or on the telephone; answering or referring inquiries.

· Directing visitors by maintaining employee and department directories; giving instructions.

· Maintaining security by following procedures.

· Maintaining telecommunication system by following manufacturer's instructions for house phone and console operation.                                                             

· Maintaining safe and clean reception area by complying with procedures, rules, and regulations.

· Maintaining continuity among work teams by documenting and communicating actions, irregularities, and continuing needs.

· Contributing to team effort by accomplishing related results as needed.


ADDITIONAL SKILLS

· Ability to work independently and as part of a team

· Excellent organizational skills

· Expert in handling office equipment

· Internet savvy with a proven expertise in using MS Office applications

· Excellent customer service orientation

· Special talent for researching and analyzing data effectively

· Exceptional attention to detail with proven interpersonal skill

· Demonstrated ability to remain self motivated at all times

· Able to manage stress timely and effectively

· Flexible in working hours

· Bilingual in English , Tamil & Malayalam

· Web and tech savvy, require no training
· Self-Starter and quick-learner who always exceeds expectations
Reference
Shall be provided upon request






