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OBJECTIVE:-  

Seeking a challenging position to utilize my skills and abilities in an industry that offers professional growth while being resourceful, innovative and flexible.
WORK EXPERIENCE:-

 Leading Company.

Tamil Nadu, India

Title

: Accountant Assistant cum Administrator

Industry
: Leather Manufacturing

Duration
: March 2010 – February 2013
Duties & Responsibilities:-

· Maintaining of accounts in computerized environment (In ERP Software & Tally.ERP 9)

· Creation, alteration & deletion of Companies & ledgers

· Doing all entries such as payments, receipts, contra, journals, purchase, sales, credit notes, debit notes & VAT Input/output

· Maintaining of account books such as cash book, bank book, purchase register, sales register, journal register, debit note register, credit note register, day book & general ledger

· Maintaining statements of accounts such as receivable and payable management, Group summaries

· Configuring credit limits for ledger accounts(budget control)

· Bank reconciliation & Party reconciliation

· Creation, alteration & deletion of unit of measure, groups , categories & stock items

· Creation of godowns, checking godowns status & transferring goods to godowns

· Maintaining Stock summary

· Preparing Invoice reports such as sales invoice & purchase invoice

· Configuring Standard prices & Multiple price levels

· Configuring security control like add, change, remove password, back & restore of tally application

· Maintaining Payroll in computerized environment (In ERP Software & Tally.ERP 9)

· Creation, alteration & deletion of employee groups, employees, units(work), attendance/production type, pay heads

· Implementing Pay heads such as basic, bonus, HRA, Overtime, Conveyance, Special allowance, ESI,   etc

· Preparing pay slip, payroll reports

· Analyzing data using Excel functions & formulae such as Vlookup, Hlookup, Pivot table, sort, filers and other various mathematic and arithmetical function & formulae 

· Administrating of Windows network Infrastructure such as(Install, configure, monitor, troubleshoot, backup & restore) 

· Creating  database, tables and manipulating existing table using SQL Queries 

· Fetching data from database using SQL Commands

· Administrating of Outlook 2007 such as(Install, configure, backup  & restore) 
EDUCATIONAL PROFILE:-

· Master of Business Administration (Systems & HR)

Madras University – 2011

· B.sc (Computer Science)

Thiruvalluvar University– 2009

PROFESSTIONAL CERTIFICATIONS:-

· Microsoft Certified IT Professional at San bound Networking Institute (Chennai) - 2012
· Certification in Tally Accounting Software at Pentatech Institute (Chennai) - 2010
SKILLS& ABILITY:-

· Office Application

: MS Office 2003/2007 & Tally 9 ERP

· Directory Services

: Active Directory -2003/2008 Administration

· Operating Systems

: Windows Server 2003/ 2008, Windows Vista/ XP/7

· Messaging Systems

: Exchange Server 2010 & Outlook 2007

· Network Services/Protocols: DNS, DHCP, WIN, TCP/IP, SMTP, HTTP, POP3 & IMAP
· Database Systems

:  My SQL Server & MS SQL Server
Personal Strengths:

Self-motivated, Self-directed, Hardworking, Willingness to work under pressure, result oriented and receptive to new ideas

PERSONAL DETAILS:-

Date of Birth

:8th October, 1987
Religion


:Islam

Gender


:Male

Nationality

: Indian

Marital Status

:Single

Languages known
:English, Urdu, Hindi & Tamil
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