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ACCOUNTING ADMINISTRATION
	AREAS OF EXPERTISE 

Accounting administration

Auditing
Document management

Administrative Support

Book keeping

Public Relation

Data entry

Office IT skills

KEY SKILLS AND COMPETENCIES 
· Proficient in ERP systems, accounting software, Microsoft Office, Spreadsheet and the Internet.
· Comprehensive knowledge of accounting and financial practices

· Ability to build and maintain effective working relationship with customers

·  Experience with Accounting administration with TALLY.
· Utilizing a range of office software, including email, spreadsheets and databases.  

· Ability to evaluate, prioritize, organize and delegate work schedules. 

· Timely decision making skills. 

· Able to react quickly and effectively when dealing with challenging situations.
·  Attention to detail with good communication and interpersonal skills

· Possess excellent planning, organizational and management skills
PERSONAL SKILLS 

Excellent time management skill. 

Strong interpersonal, communication and customer service skills

High attention to details.
Being accurate, flexible and proactive.
Having leadership skills.
Punctual, reliable and honest.

Good written and verbal communication Skills

 Ability to multitask and manage conflicting demands. 

Ability to cope and work under pressure. 

Able to work as part of a team.

PROFESSIONAL 

Can Speak English and Malayalam and
also read and write Arabic and Hindi.
Knowledge in MS Word. 

Knowledge in PowerPoint Presentation. 

Sound Knowledge in Database.

Posses professional quality In performing organisational task.

	PERSONAL SUMMARY

          Dedicated and focused profession who excel at prioritizing, completing multiple tasks simultaneously. Specialize in accounting administrative support to organizational concerns. Committed to delivering high quality result with little supervision and Energetic, Organized and Professional. Easy going by nature and able to get along with both work colleagues and senior managers, currently looking for a suitable position.
WORK EXPERIENCE :
CA Venu & Associates chartered accountants firm, India.
ACCOUNTING ADMINISTRATIVE EXECUTIVE
DEC 2014 - DEC 2015 
Responsible for maintaining an effective accounting administrative system. Ensuring that is accurate, up to date and accurately distributed to relevant parties. 

Duties: 

· Summarized receivables by preparing reports, maintaining invoice accounts, verifying totals and coordinating monthly transfer to accounts receivable account.
· Responsible for maintaining daily expenses records and preparing daily work schedules for smooth flow of work. 
· Performing reconciliation of accounts and all other tasks associated with accounting.

· Handling responsibilities of providing assistance to accounts payable specialists regarding the proper coding of invoices and other procedural issues.
· Responding to vendor and employees inquiries and conducting investigations and historical reviews to resolve problems.
· Reconciling all active accounts payable each period as well as maintain accounts payable system reports to ensure compliance within the established accounting guidelines.

· Handling responsibilities of assisting accounting manager in handling accounting tasks.
· Monitored accounts receivable sub-ledger and ensured receivables are collected in a timely manner.

· Reconciled accounts receivable sub-ledger with general ledger on a weekly and monthly basis.

· Performed posting of customer payments by recording checks, cash and credit card transactions.

· Resolved collection issues by coordinating with collection department, examining customer payment plans, payment history, and credit line.

· Ensured timely receipt of payment and resolved any discrepancies in areas of accounting.
· Answering telephone and furnishing information and directions to clients.

Tcm Tradelinks general tradings, Kerala, India.
ACCOUNTS  EXECUTIVE
FEB 2016-SEP 2016
Duties: 

· Responsible to prepare and maintian monthly accounts statements of each departments separately.
· Responsible to ensure timely receipt of payments from clients in proper manner.

· Provide assistance of proper documentation of the firm for the purpose of satisfy kerala government regulations like license renewal.
· Maintain proper stores ledgers, purchase ledgers and sales ledgers.

· Performing reconciliation of accounts and all other tasks associated with accounting.

· Performed posting of customer payments by recording checks, cash and credit card transactions.
ACADEMIC QUALIFICATIONS: 

Master Of Business Administration (result waiting)
Mahatma Gandhi University- 2014 - 2016. 

Master of Commerce (Currently Doing)

Bharathiar University (from 2016)  
Bachelor of Commerce(B.com)  

University of Calicut - 2011-2014.
​
Certificate course  of computerized Accounts from Institute of chartered accountants of India(ICAI) .
 

	
	


`

