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PRASATH
PRASATH.352218@2freemail.com 
 


CAREER OBJECTIVE :
To strive hard and to pursue excellence and satisfaction in my career and be a part of the team that works towards the growth of the organization and to get a very good exposure in corporate world.
WORK EXPERIENCE
· I  have worked as an  Accountant in Gobal Teknocon private limited, Chennai
· Duration: From 17th Feb 2014 to 1st Dec 2016( 3 Years of experience)
Roles & Responsibilities of Administrative Officer:
Accounts: 

· Regularly monitor the Inflow and outflow of funds

· Accounts Receivable – Follow up for pending payments (Cash/PDC) from the Customers 

· Accounts Payable – Prepare the payments to Suppliers & Service providers bi-monthly

· Send monthly SOA and follow up on pending payments from Customers

· Petty cash management

· Calculating OT of employees with the help of Technical Director

· Calculation of Leave settlements, benefits, gratuity, etc.

HR:

· Assisting to process the employee’s salaries
· Managing Employee Transportation issues

· Handling employees issues and grievances if any

· Organize Material deliveries

· Sending enquiries to suppliers / negotiate better price with suppliers

· Sending Quotations to Customers

· Issuing Invoice & Delivery notes to the customer
EDUCATION QUALIFICATION:

· Master of Business Administration (Finance & HR), Sathyabama University, India.

· Bachelor of  Commerce  , Manonmaniam Sundaranar University, India.

COMPUTER SKILLS

· SOFTWARE                      :  TALLY ERP 9.
· APPLICATION                 : PHOTOSHOP, ORACLE.
· PACKAGE                          : MICROSOFT OFFICE.
PERSONAL DETAILS :
Date Of Birth


: 24-03-1991
Gender


: Male
Marital status
: Unmarried
Languages


: English,Tamil,Malayalam
DECLARATION:
I hereby declare that the above furnished details are true to my knowledge and belief. 

