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CAREER OBJECTIVE


To have a sound position in a reputed organization where I can effectively utilize and enhance my skills, knowledge, interpersonal abilities and contribute my best to the achievement of the company’s objectives by delivering honest service
EDUCATIONAL QUALIFICATIONS
· B.Com ( Mahatma Gandhi University , Kerala )
· Higher Secondary Education  ( Kerala State Exam Board )

· S.S.L.C ( Kerala State Exam Board )
	 PERSONAL SKILLS
· Nearly 2 Years experience in Accounting & Cash handling

· Good Communicator 
· Quick Learner 

·  Efficient in preparing & piloting Presentations & Seminars 

·  Efficient in handling new applications, servers & source systems 

·  Strong reasoning and organizational skills 

· Willing to travel locally or nationally 

· Sound working knowledge of MS Office suite
· Willing to share knowledge and expertise with colleagues 

· Excellent interpersonal skills and multi-cultural awareness and sensitivity 




COMPUTER EXPOSURE

WINDOWS, MICROSOFT OFFICE, TALLY ERP.9
EXPERIENCES
· St. PAUL ‘S SCHOOL  – AGRA, U P, INDIA.
    Designation- Accountant ( APRIL 2014 – JANUARY 2016 )

DUTIES & RESPONSIBILITIES
	· Maintaining Ledger and Journal file of the institution 

· Maintaining ledger accounts 
· Ledger reconciliation


· Maintaining Accounts & Ledgers
· Preparing payroll

· Preparation of Pay roll 

· Calculation of staff salary

· Time sheet keeping for out sourced staff

· Fee collection

· Following up of outstanding payments.

· Reconciliation of bank accounts 
· Staff record  keeping and updating

· Preventive maintenance file keeping and updating  
· Send purchase requirements 

· Monitoring Daily cash Transactions
· Prepare Balance sheet & Trial Balance.

· Calculating the profit & Loss Of instution
· Inventory keeping and maintenance of study materials 
· Responsibility as exam controller
PERSONAL DETAILS

Gender




:
Male

Date of birth




:
23, 13/10/1993
Marital Status                                         :           Single

Languages Known



:
English, Hindi and Malayalam
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