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CAREER OBJECTIVE:
To be associate with reputed organization that gives me scope to update my knowledge and skills in accordance with the latest trends and to be a part of the team that dynamically works for the growth of the organization will prove my worth.

I am dynamic and have ability to work hard and complete the task assigned in the most excellent and professional manner.

EDUCATIONAL QUALIFICATION 
	COURSE
	COLLEGE
	YEAR OF PASSING

	MBA

(Finance & Marketing)
	Amjad Ali Khan College of Business Administration.(OU)
	2012

	Graduation

(B.Com)
	St. Mary’s Degree College

(OU)
	2010

	Intermediate

(CEC)
	St. Mary’s Centenary Junior College
	2007

	S.S.C
	St. Martins High School
	2005


COMPUTER EDUCATION 
· Operating system (windows xp,windows7)

· Ms Office (Word , Excel and Power point)

· Basic Computer Operations

· Typing speed 30 wpm
· Tally ERR9 (Accounting package)

WORKING EXPERIENCE:
· Total of 3 (three) years & 9 (nine) months of work experience

· Worked as a Cost Accountant in Super Packaging Industries from September 10, 2012 till June 13, 2016
· JOB DESCRIPTION (Duties & Responsibilities):
· Sending and receiving the financial related correspondences of the company.
· Performing of basic accounting functions such as inventory accounting, evaluation and documentation of accounting systems.
· Responsible for preparing Payroll for all the employees

· Analyzing actual manufacturing expenses and preparing periodic reports.
· Responsible for collecting all kind of Accounting invoices and forwarding for the Director’s signature.
· Effectively and convincingly performing various other works scheduled by the Director. 

·    Responsible for preparing profit and loss statements, monthly closing and cost accounting reports.
·    Analyzing and reviewing company budgets and expenditures.
·    Maintaining a proper Filing for all revenue, expenses, invoices and other accounting related documents of the company.
·    Maintaining proper financial data bases

·    Resolving the accounting discrepancies.
STRENGTHS:

· Positive Thinking 

· Self Confidence.

· Honesty & Trustworthy  

SKILL SUMMARY :

· Knowledge of finance, accounting, budgeting and cost control principles

· Strong analytical, problem solving and mathematical skills
· Capable to adapt to new products quickly and generate specific reports

·    Strong organizational, administrative and time management skills.

·    Ability to interact with end-users and a good team player

	· 

	· Excellent presentation, interpersonal & communications skills - both written & oral.

· Strong experience in problem solving
· Ability to maintain confidentiality of the company. 

· Keeping a proper filing for the projects. 

· Registration of all incoming and outgoing documents and maintaining a proper filing system accordingly. 

· Possessing good  knowledge of spreadsheet, database, word processing and financial software

· Strong verbal and written communication skills



	
	


I hereby declare that all the statements mentioned above are true to the best of my knowledge.
