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CAREER OBJECTIVE
Seeking a challenging career in a progressive organization where there is an ample opportunity to enhance my knowledge, leading to growth within the organization. Strongly believe that I will be able to give more than what I take.
Experience 

Company KMN Associates & Sofasta Furnitures
Designation: Accounts Assistant & Procurement Executive
Period: Nov 2014 to Oct 2016
Role and Responsibilities:
As an Accounts Assistant:
· Experienced in keeping the records of daily financial transactions
· Preparation and making entries to ledgers and journals
· Assisting in preparation of monthly financial statements
· Ensure that all the entries are done according to the statutory compliances
· Preparing the details of all the taxes payable and ensure all are paid before the respective due dates
· Performed general accounting functions, including preparation of journal entries, account analysis, balance sheet reconciliations.

· Accurately reconciled bank statements to clients' books and prepared financial statements, payroll, quarterly reports

· Monitored, recorded, and banked cash and checks as well as reconciled records of bank transactions.

· Prepared daily cash position and check return items

  As a Procurement Executive:
· Material Procurement Receipts, Physical Inspection, Maintaining Minimum & Maximum Level of Critical Fast Moving Items, Maintaining All Procurement Documents.

· Stock Verification, Analysis of Vendor Performance & Price Variance.

· Purchase related all responsibility - New Vendor Development, Price Negotiation with vendor, PO releasing, Material Delivery and Payment etc.

· Material Management. Planning for daily consumable material for next one week. Billing status. 

· Ensure the quality & quantity of material purchase at site.

· Creating different reports as required by Management

· Negotiating with the vendors for Rate, Delivery and Payment Terms.

EDUCATIONAL DETAILS

TECHNICAL SKILLS





Certification in Tally ERP 9 

Diploma in Hardware & Networking in NIHT

MS Office 7, Xero.

PROJECTS




Data Entry in Tally ERP 9 for an Audit firm on behalf of TICT Computers tally project.

Computer System assembling and Installation in NEO.

PERSONAL INFORMATION


Date of Birth           : 06, July, 1994.

Languages               : English, Telugu, Hindi.

Nationality              : Indian

Visa Type               : Tourist

Visa Expiry            : Feb 26 2017

DECLARATION


           I, hereby declare that the above given information is true to the best of my knowledge and belief.

Degree�
Board/University�
Year�
Marks in %�
�
B.Com(Comp)�
Sri Krishna Devaraya University�
2014�
       57%�
�
Intermediate�
Board of Intermediate, Andhra Pradesh�
2011�
       51%�
�
SSC�
State Board, Andhra Pradesh�
2009�
       58%�
�
 








