Satheeshkumar

Satheeshkumar.259351@2freemail.com 

Objective:

        Seeking a position where my Knowledge can be shared and enriched.  I would like to have an opportunity to contribute effectively for the growth of the organization and my career.
Personal Skills / Strengths:
            Ability to work as part of a team, Keen willingness to learn, Adaptability and learn ability Excellent oral, written and interpersonal communication skills, interested for learning and discovering new ideas, organized and dedicated and with a positive attitude towards life.

Academic Qualification:

· Bachelor’s Degree in Commerce from, Madurai Kamaraj University,  April 2005

Work Experience / Responsibilities:

I. Since May 2005 to Nov 2006 – As an Accounts Assistant with MSR Groups. (Corporate office) Ramaiah Hospital, Bangalore.

Job Profile / Responsibilities
· Handling Petty Cash

· Raising Invoices 

· Preparing Quotation, Orders, Vouchers, Sales Report.

· Sales / Purchase Co-ordination. 

· Updating in Tally day to day entries 

· Preparing Challans Like TDS & PT

·  File maintenance.
II. Since Dec- 2006 to June-2007 - As an Accountants Executive with AMOG ADS & CAREER NETWORK SOLLUTION – South End Road, 
Job Profile / Responsibilities
·  Handling Petty Cash

· Raising Invoices and follow-up collections on time
· Preparing Quotation, Orders, Vouchers, Sales Report.

· Sales / Purchase Co-ordination. 

· Updating in Tally day to day entries 

· Preparing Bank Reconciliation Statement & All Bank Transaction
· Preparing Challans Like TDS, PT & SERVICE TAX etc.,
· All kind of Files maintenance.
· Two individual company Handling Independently in finance matter

·  Conducting internal audit monthly & co-ordinating to the auditor.
· Preparing payments and receipts & salary 
· Coordinate to the HR dept. For monitoring CV’s & conducting interview for new recruitment.
III. Since Aug-2007 To Till Date- As a Sr. Accounts Executive with G4S SECURE SOLUTIONS (INDIA) PVT.LTD – HBR Layout Henur Cross
Job Profile / Responsibilities
· Handling Two Branches Petty Cash transactions and maintaining cash on day today basis.
· Prepare and authorizing Cash, Bank, Journal Vouchers & updating in ERP package day today basis.
· Preparing reports like MIS, Budjeting, Performance Matrix, and Monthly Store & Admin. Stock and file audit etc.,
· Preparation of Full & Final settlement, calculation of gratuity & bonus of direct staff on daily basis.

· Coordinating with Credit / ERP Depts. towards collection, verification of Invoice, TDS Certificate, and Increase & Decrease in Sales & Developing Good Relationship with Clients.

·  Preparation of Hourly Analysis Report, Maintaining of all vendors’ bills & Files maintenance (Pertaining to Accounts dept.)
· Preparation of arrear and other deductions list for direct staff and co-coordinating with Payroll Team. Distribution of direct staff cash wages.
· Branch Handling Independently in Finance matter and Guidelines to the branch manager to smooth function with other dept.
· Handling of ERP and control of Cash flow
· Verification of Debit/Credit Notes. 
· Handling grievances/ compliance of direct staff
· Opening new Bank Account and RTGS payment for direct staff.
· Filing of IT Declaration for direct and indirect staff.

Achievements
· Created all the files related to accounts for newly started Branch

· Supported credit department to achieve 100% collection  on billing
· To Reduce Unnecessary Expenses at branch office.
· Controlled overhead expenses.
Knowledge / Exposure:
Maintenance of Accounts and Stocks in Tally 6.3 & 7.2, IBS & ERP (Citrix RAMCO application version 3.1) and Profit Plus Accounting Package, Entering day to day activities, Verification of Accounts, Balances, Preparation of Bank Reconciliation Statement, Handling Cash operations. 
Computer knowledge/ Skills: 
	   Skill Type
	   Skill Name

	 Tools/Others 
	PACKAGE: Computerised Auditing & Accounting    Techniques(CAAT)
MS Office2010, MS Access, Visual Basic 6.0, Oracle9i,
OPERATING SYSTEM: XP & Windows 7
ACCOUNTING PACKAGE: Tally 7.2, IBS, ERP (Citrix Ramco application version 3.1) & English Typing (Lower).


Strengths:
· Strong Commitment to work
· Enthusiastic to learn new technologies\
· Innovative and meticulous planner
· Prototype approach. 
Personal Information:
Date of Birth

: 
03rd November 1984

Marital Status
:
Married

Hobbies                      :           Plantation, Reading books, Music, Learning new things, Travelling and Adventure.

Languages known
: 
English, Kannada, Telugu and Tamil.
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