ROBIN
Email    :  robin.343257@2freemail.com

Career objective :
A Seeking a position to utilize my skills and abilities in the industry that offers professional growth while being resourceful, Innovative and flexible thereby providing value addition to the organizational goals as well as to the nation.
Educational Qualification
· Bachelor of Commerce with Cooperation
· Plus Two Commerce
· S.S.L.C
System / Software Knowledge 
· Excellent Knowledge in Tally ERP9 , Peach Tree, Quick Books, &  Tradeasy
· Excellent Knowledge in  MS Word & Excel
· Stock inventory, Purchase Requisition Preparation 
· System Configuring & IT Skills: Configuring System with application settings, software installing and troubleshooting for printers and data network connections.
Personal and Key Skills.
· Presentation and public speaking skills.

· Dedicated, hardworking and result oriented
· Efficient in English typing

General Ledger Accounting:  
· Creation of GL Master data.

·  Defining process for General Ledger Postings and reversal of a document.

·  Creation of account assignment models, recurring documents, sample documents.

·  Configured Cash journal

Accounts Receivable:

· Creating customer master and specified number ranges and screen layouts and configuration.

· Reconciliation account with general ledger.

· Configuration of payment terms & discounts terms as per credit terms.

· Customized the down payment screen.

· Configuration of special GL account advances.

· Aging Report of Customers

Accounts payable:

· Creating vendor master and specified number ranges and screen layouts.

· Reconciliation account with General Ledger.

· Creation of House banks.  

· Configuration of Automatic Payment program.

· Configuring Tax on Sales & Purchases

· Aging Report of Vendors

Asset Management:
· Asset posting and Transfer with Depreciation

· Verifying asset reports

Controlling:
· Controlling Area Settings

· Cost element creation and Cost center Accounting

· Overhead Assessment, Internal order and Profit center Accounting

MM &SD:

· Create Material Master (Stock Item) , Post Purchase order  

· Post goods receipt, Post purchase invoice , Post goods issue

· Stock initiation , View Stock Balance , Post sales order , Post delivery of goods

· Billing , Verify Finance Document.
WORK EXPERIENCE 
· Tax Practitioner Office , Kanhangad
Duration of Service:  One Year 

Position :  Accountant.


Responsibilities:-

· Preparing & Presenting Financial Statements .

·  Finalization of accounts.

· Data Management in Computer. 

· Authorizing Cash & Bank Payments.

· Payroll Preparation.

· Bank Reconciliation.

· Follow up Receivables & Payables Accounts.

· Document Controlling.

·  Submitting Finance Reports to GM.

·  Attending Meeting with Clients.

· Monitoring Cash Transactions..etc


PERSONAL DETAILS:-
Date of Birth               :    23/05/1994
Marital status             :    SINGLE
Gender                         :    MALE
Nationality                  :    INDIAN
Languages Known      :   ENGLISH, HINDI, TAMIL & MALAYALAM
Date:








Place:









ROBIN[image: image1.png]


[image: image2.png]


[image: image3.png]



