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Ganesh 
Email: ganesh.343002@2freemail.com 
Objective:
I would like to join an Organization that is driven to excellence and promotes professional development based on employee’s efforts, loyalty and work ethics. To have an opportunity to work with a reputed organization and expertise to grow, develop and advance with the organization.  
Summary


Around 11 years experience in Assistant Accountant & Officer & Office Administration and accounts Department Team leader with different Companies in different environments, Customer satisfaction was my basic motto
Key Skills:
· Excellent interpersonal and communication skills.

· Ability to learn and work under pressure.

· Confident and good team player.

· Ability to learn quickly and adapt to changing environments and willingness to accept responsibilities.

· Ability to deal effectively with multicultural environment.

· Have the ability to design and implement point of sale promotions for consumer goods.  
·  Excellent office organization abilities.

· Numerate and pays attention to detail.

· Able to work under pressure in busy environment.
· Enjoy problem solving and giving out information
Educational Qualification:
· M.com (Accounting) Distance Education

· Andhra University. Visakhapatnam.
· B.com (Computers)  

· Sri YN College, Narsapuram, Andhra University.

· Intermediate 
· Sri YN College, Narsapuram, Board of Intermediate 
· S.S.C

· Z P High School, Darbharevu, Secondary School of Education
Professional Experience

Name of the Organization

:  Siddhardha Construction Pvt Ltd, Hyderabad India
Duration



:  4 Years
Position held



:  Accountant
Responsibilities:
· Preparation of Bank Reconciliation Statement.

· Preparation of Salary Statement of Employees.

· Preparing Statement of Payments for Monthly Basis

· Passing all Type of day-to-day transactions of Accounts.

· Preparing financial documents such as invoices, bills, and accounts payable and receivable

· Completing purchase orders
· Prepare and verify daily reports
· Petty Cash Handling

· Monitoring all the Postdated Cheques
· Prepare daily income/sales and prepare daily journal entry

· Prepare daily deposits of ticket sales receipts

· Posting daily receipts

· Compile monthly reports

· Investigate and collect returned items

· Maintain returned check account

· Prepare invoices and statement of accounts 
· DPR verification and gathering data from sites

· Billing and physical verification of stock 

· Manually preparation of cash payments, receipts, Journal vouchers, cash/bank transaction vouchers
· Prepare monthly balance sheet schedule.
Name of the Organization

:  Urvasi Restaurant & Bar, Hyderabad, India
Duration



:  1 Year
Position held



:  Assistant Accountant

Name of the Organization

:  St. Theresa Vocational Junior College, 
   Andhra Pradesh, India
Duration



:  6 Years
Position held



:  Office Administration
Responsibilities
· Maintain all office systems in accordance to the prescribed standards in order to ensure smooth functioning at all times
· Handle customers on telephone and in person with queries and problems
· Train new employees in administrative tasks within the department
· Maintain records and file data according to category
· Oversee payroll systems to ensure smooth running
· Communicate with management, staff, suppliers and customers to ensure a pleasant work environment
Profile
· Book keeping 

· Preparation of Bank Reconciliation Statement.

· Preparation of Salary Statement of Employees.

· Preparing Statement of Payments for Monthly Basis

· Passing all Type of day-to-day transactions of Accounts.

· Responsible for maintaining the Payment and invoices

· Preparation of Excel Statements and Word Documents.

· Maintaining accounting books, voucher
· Monitoring all the Postdated Cheques
· Petty Cash Handling

· DPR verification and gathering data from sites

· Billing and physical verification of stock 

· Manually preparation of cash payments, receipts, Journal vouchers, cash/bank transaction vouchers

· Preparation of Stock Reconciliation Statement.

· Submission of receivables statements to the Management on Weekly basis.

· Verification of Invoices and Site wise Vouchers

· Knowledge in Finalization of Accounts

· Knowledge in Taxation
Administrative Skills:
Have good ability of Information Technology I have well knowledge and operate Internet, Win 7 & 8 Microsoft, Windows XP, Troubleshooting & Hardware Software knowledge.

I have well knowledge of MS- Word, Excel
I have experience of MS Office Tally ERP 9.0. 
Personal Details:

Date of Birth


:
12th April 1984
Nationality



:
Indian
Religion



:
Hindu
Marital status


:
Married
Visa status


:
Visit Visa (Expiry Date 20th March 2017)
Language known


:
English, Hindi
Declaration:
  I hereby declare that the above-mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above-mentioned particulars. I will strive for gain more knowledge by working in your concern to be a competent Professional.

Date.




Palce.
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