                                                         RESUME

ANOOP 
E-MAIL: anoop.315274@2freemail.com 
POSITION LOOKING FOR:ADMIN/ACCOUNTS/FINANCE
                                                                                                                                                                 CAREER OBJECTIVE

To Pursue a career in the field of  FINANCE & ADMIN allied areas to associate  myself in an organization that envisages growth,  provides opportunities & challenges.
              CAREER SNAPSHOT

· A management professional MBA ( FINANCE &MARKETING) from Calicut University
·  enterprising, hard-working and technically skilled ACCOUNTS & aDMIN specialist known for accuracy, attention to detail and timeliness in managing disbursement functions for diverse-industry employers.
· Backed by solid credentials (MBA in finance) and proficiencies in MS Office Suite, Tally ERP 9 and Peachtree.
·  Proficient in grasping new trends and technological advancements. 
                                                                                                                                                      WORK EXPERIENCE
· DERICK & ASSOCIATES
ACCOUNTS EXECUTIVE
Worked as  an Accounts Executive  in Derick & Associates for 6 months starting from 01/03/2016 t0 31/8/2016……….

· SHRAO MARINE QATAR,DOHA
CHIEF ACCOUNTANT
Currently working as a Chief Accountant  in Shrao Marine From 19/04/2014 to 07/12/2015……….
Roles and Responsibilities

· Maintaining Daily petty cash 
· Quotation and invoice making
· Payroll management ,including tabulation of accrued employee benefits
· Administrational work
· Book keeping of Accounts
· Daily report making related to expenses 
· Customer support

· Oversee overall financial management ,planning ,systems and controls

· Regular meeting with company Board members

· Invoicing to funding sources ,including calculations of completed units of services
· Purchasing materials on daily basis and making updating with the quotations 
· OLIVIA PROJECTS
 Accounts Assistant

Working as an Account Assistant in OLIVIA Projects from 25/08/2012 to 07/04/2014
Roles and Responsibilities
· Preparing Cash Vouchers, Cash Statements, Cash Flows and Cash Analysis.
· Material Analysis and keeping.

· Maintaining Petty cash book.
· Book keeping into TALLY ERP9 and filing of documents

· Report to management regarding the finances of establishment.

· Muster roll preparation and weekly wages payment 

· DELITE GROUP
Accountant& Administration

Period of work: From 05/07/2010 to 05/04/2012
Roles and Responsibilities

Job Profile:

· Accounts management
       •    Validation of sales and purchases reports.

· E-filing And E- payment Of Sales tax.
· Entry of Bank Statements.
· Business support for the companies
· Finalizing the account
· Lessoning with auditors. Banks &other govt. department
                                                                                                                                  ACADEMIC CREDENTIALS

2003:
Xth from State Board of Kerala with 67.50% marks.


2005:
XIIth from Board of Higher Secondary Education, Kerala with 80%marks.
2008:
B.COM. From Calicut University with 65.20% marks.

2010:
MBA (FINANCE& Marketing) from Calicut University with 65.38% marks.
                                                                                                                                             COMPUTER CREDENTIALS

· Well versed with MS- Office and Internet Applications.

· Proficient in  TALLY ERP 9,PEECH TREE.
Extra Curricular Engagements 

· Playing cricket and football.

· Travelling.

· Music 
                                                                                                                                          PERSONAL DOSSIER

Date of Birth
     
    -      20st September, 1987
Sex
               
     -     Male

Nationality

                  -     Indian
Reference: Furnished upon request                                                                                                                                   
Declaration:- 
I do hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.
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