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Email: INPARANI.284672@2freemail.com 
CAREER OBJECTIVE
To strive for excellence, to work in such an environment that will enhance my knowledge and career, where I can perform my accountancy skills according to my strong Caliber and Efficiency.
CURRENT PROFESSIONAL EXPERIENCES
Role:
Account supervisor 
With Poly Packaging Servicers, Sri Lanka.
Nov. 2010 until Nov.2015
Responsibilities:
· Ta11y ERP9 with Good Experience. 

· Allocate monthly payments received from client against company invoices.
· Prepare and submit statement of accounts on regular basis.
· Sales coordination.
· Generate purchase orders.
· Entering of accounts and creating reports.
· Verify Sales documents and authorize for customer submission.
· Create system generated and manual customer outstanding reports.
· Petty cash handling.
· Managing general cash transactions to pay clients.
· Coordinate with bank and deposit received cash.
· Payroll management.
· Verify Bank statements.
· Preparing project outputs, formatting reports for distribution to clients.
· Maintaining project, administration records.
· Maintaining and updating all necessary records, files and databases.
· Data entry at various levels.
· Sending and receiving e-mails and faxes.
· Perform and carry out any other duties as instructed by General Manager.
PREVIOUS PROFESSIONAL EXPERIENCES
Role:
General clerk.
With Haritha & co.Pvt.Lt. Wattala, Sri lanka.
Sep 2008–Nov. 2010
Responsibilities:
· File management and documentation
· Data Entry
· Handling company correspondence such as e-mails , letters etc
· Payments processing. 
· Handling cash book and issuance of vouchers.
· Payroll Management.
· Manage monthly payment schedules.
Role:
General Clerk.
With Oacianic Knitters (Pvt) Ltd. 
May 2004–Feb 2007
Responsibilities:
· Handling business activities
· Preparing packing documentation and ensuring timely delivery to clients.
· Solving customer discrepancies like shortage change of menu’s, etc.
· Other duties as assigned by Finishing Manager.
SUMMARY OF QUALIFICATION
Education:
            

 


 G.C.E Advance Level
Professional Qualification:                    
Completed Diploma in English at IBM Campus (2012), 
Completed Diploma in Secretarial course at Vocational Training Centre (2004) 
PERSONAL DETAILS
Date of Birth




 
22nd November 1981
Marital Status




Single
Language Proficiency


            English, Tamil
Nationality                                                      
Sri Lankan


Religion





Christian
Visa status





Visit visa
Place  






Dubai
Reference: 
Will be provided upon request/
I hereby state the above mentioned information is true to best of my knowledge and my belief.
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