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Objective:
To have a challenging career wherein I can utilize my skills effectively, enrich my skills further & contribute to the growth of the organization.
Key Strength:

General accounting including the preparation of journal entries, maintenance of balance sheet schedules and ledgers and account and bank reconciliations. Assisting with monthly closings and account analysis and supporting the senior accountant in carrying out the responsibilities of the accounting department.

Main Job Tasks and Responsibilities carried out so far:
· Compile and analyze financial information to prepare financial statements including monthly and annual accounts

· Ensure financial records are maintained in compliance with accepted policies and procedures

· Ensure accurate and timely monthly, quarterly and year end close processes

· Resolve accounting discrepancies and irregularities

· Develop and maintain financial databases

· Prepare for financial audit and coordinate the audit process

· Oversee accurate and appropriate recording and analysis of revenues and expenses

· Ledger entries, Invoice preparation, cheque issuance,  receipt preparation

· Petty cash management

· Other tasks as and when required related to the position roles

EXPERIENCE   (Overall Experience: 12 Years):
	COMPANY NAME
	DESIGNATION
	EXPERIENCE



	Focus Home Care  Services Co L.L.C
	Accounts Assistant / Admin
	TWO YEARS


	Vetri Software India (P) Ltd, Thanjavur
	Data entry operator (Senior Processor)
	3 ½ Years



	Raymond Showroom, Thanjavur
	Office Admin / Accountant
	4 Years

	Suparesh General Insurance, Thiruchirapalli.
	Field Officer
	1 Year



	Standard Charted Bank, Chennai
	Tele-Marketing Executive

(Credit Cards)
	1½ Year



EDUCATIONAL QUALIFICATION:
	COURSE
	INSTITUTION
	BOARD / UNIVERSITY
	 YEAR OF PASSING

	B. Com

(Bachelor of Commerce)
	Directorate of Distance Education
	Annamalai University, Tamil Nadu, India
	2010

	Diploma in Cooperation
	Samiappa Institute of Cooperation Mgmt.,Thanjavur
	State Board
	2000


Key Competencies:

· Knowledge of Tally Accounting Package

· Excellent MS Office Skills, in particular Excel

· Excellent Typing speed

· Attention to detail and accuracy

· Planning and organizing

· Strong communication skills

· Information and task monitoring

· Problem identification and analysis

· Judgment and problem-solving

· Teamwork

· Stress tolerance

PERSONAL DETAILS

Date of Birth



:
10.04.1981

Nationality



:
Indian

Language



:
English, Tamil

Marital Status



:
Married
Visa Status                                               :            Visit
Declaration: I hereby declare that all the information above is true and fair to the best of my knowledge.
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