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CURRICULUM VITAE   
Anoop 
Email: Anoop.347874@2freemail.com  
	


CAREER OBJECTIVE:
Seeking new challenges in an organization where I can effectively utilize and enrich my Accounting Financial Management knowledge and skills. I believe that I can build up and conduct a great career with you, thus in turn, contributing to the growth and prosperity of the firm that will be beneficial mutually to the organization and for me.

SKILLS:
· Motivation skills
· Effective Listening Skills
·  Problem Solving Skills
·  Quick learning and Analytical Skills 
· Hard worker and a knowledge seeker

· Sincerity and commitment to work assigned

· Good communication and co-ordination skills
Experience as an  Accountant 
1. Accountant at Life care Hospital LLC (from 21th June 2014 onwards
· Handling & Reconciling  Hospital and Pharmacy Daily Cash with system
· Dealing with the more than 400 supplier on monthly basis for their  Payments 

·  Performs monthly analysis on vendor payments to ensure payments were received and processed, as well as identify causes of late payments and/or lost discounts 
· Ensures that all payments are paid timely and critical payments are appropriately managed 
·  Establishes and supports a set of core accounts payable metrics for monitoring and     communicating levels of performance 
· Reviews periodically accounts payable internal controls to ensure compliance
·  Maintains all accounts payable files and answers vendor inquires 
· Assists in managing accounts payable implementation projects and tasks
· Processing business expenses
· Verifying balances in account books and rectifying discrepancies

· Handling Receivable on monthly basis
· Reconciling  the supplier’s and customers Accounts on monthly basis
· Reporting on debtors and creditors

· Passing the Journal Vouchers 
· Revenue and Expenses posting in Focus and cross verifications.
· Petty cash handling

· Bank Reconciliation
· Preparation of EOSB, Leave Salary etc.
· Managing payroll

· Invoicing                               

· Inter company reconciling on monthly basis

· Interact with internal and external auditors in completing audits.
· Accounts status Daily Reporting to Accounts Manager  
2. Accounts payable and Receivable In charge in Al Eatemad Foodstuff Trd Est. (from 3rd Nov 2011 to 28th Jan 2014)

· To ensure that payments from clients are received within the credit period specified through effective and timely follow up and to accurately resolve all queries on invoices thereby ensuring minimum bad debts.
· Receive invoices from despatch clerks and forward the same, along with statements, to the customer on a weekly / monthly basis and as per reports / conditions specified by them.
· Attend to all queries raised on invoices in a timely manner and liaison with customer services and operations for information on billings thereby clarifying customer doubts in an accurate and updated manner.
· Monitor the aging analysis for payments due and plan follow up activities accordingly in order to enable collection within the credit period specified and minimising bad debts.
· Liaise with customer services / sales on all issues pertaining to disputes on invoices and receive credit notes from the origin offices as the case may be.
· Escalate pending issues, delays and complications to the Credit Controller in a timely manner thereby enabling timely credit hold to safeguard the organisation’s interests.
· Accurately prepare the daily report on the bank deposit summary (all collections received on a daily basis) and forward the same to the Credit Controller / Finance Manager.
· Maintain accurate and systematic records of all documents
· Resolved clients billing issues

· Communicated all information via email and phone to client and vendors.

· Prepares work to be accomplished by gathering and sorting documents and related information.
· Pays invoices by verifying transaction information; scheduling and preparing disbursements; obtaining authorization of payment.
· Obtains revenue by verifying transaction information; computing charges and refunds; preparing and mailing invoices; identifying delinquent accounts and insufficient payments.

· Secures financial information by completing data base backups.

· Reviewing computer reports for accuracy and meticulously tracing errors back to their source

·  Bank Reconciliation Statement.
· Preparing supplier cheque & Entering cheque Collection from the debtors 
· Resolving errors in financial reports and correcting faulty reporting methods

· Entering financial information into appropriate software programs

3. Accounts Clerk in Reliance General Insurance Co. Ltd India (may2011 to October2011)
· Day to day entry.
· Preparation of fund flow and cash flow statement.
· Bank reconciliation and interest calculation.
· Payroll preparation and salary payment.
· Remitting provident fund, labour welfare fund.
· Filing returns 

· Invoicing

· Daily reporting of accounts to the superiors 

· Cash dealing.
COMPUTER KNOWLEDGE:


· Insta HMS (Hospital Management System) 10.7.7

· Financial Accounting

· Working Knowledge in Accounting Software Focus 
· Working Knowledge in M.S. Office

· Working Knowledge in Tally 7.2 (Accounting Software)

EDUCATIONAL QUALIFICATION:

	Examination
	Board
	Year  passing
	Marks

	Master of Commerce (M.Com)  
	M G University Kottayam
	2009-2011
	First  Class

	Bachelor of Commerce (B.Com)
	M G University Kottayam
	2006-2009
	Second  Class

	+2 ( Higher Secondary School)
	Board of Public Examination, Kerala
	2004-2006
	First  Class


PERSONAL INFORMATION:

Nationality                            : Indian

Date of Birth                         : 17-08-1988

Sex                                          : Male

Religion                                  : Christian

Cast                                         : Jacobite

Marital Status                       : Married
Languages Known                : English, Malayalam. Hindi
Summary of Qualifications

              Hard working, self-assured, self confident, well organized, aggressive and have a lots of patience.  Am a self-starter, a good team player having good communication, presentation and analytical skills. Versatility, adaptability and willingness to take up new responsibilities and challenging assignments.
DECLARATION:

I declare that the information made by me in this form is true and complete to the best of my knowledge.
                                                                                                                   Signature
