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CAREER OBJECTIVE & AREAS OF EXPERTISE

                   Having 2 years experience in Accounts and Administration, seeking a challenging position that encourages continued learning & provides exposure personal and professional growth where I can invest all my professional experience to the optimum level, to facilitate mutual growth, for both, the organization and my career. 

VISA STATUS: VISIT VISA Expired on June 2017

PROFESSIONAL EXPERIENCE

	Jan  2016 –Feb  2017
	Carat Media Service India Pvt. Ltd, Mumbai, India

	Position
	Account Assistant


DUTIES & RESPONSIBILITIES :
· Dealing with internal finance decisions and budgeting concerns.
· Preparation of salary and other benefits for the employees.

· Conduct Daily Banking and prepare monthly bank reconciliations.

· Review financial records, analyze spending habits, and suggest ways to increase revenue..

· Provide consultancy for billing. Dealing with vendor reconciliation, vendor invoice booking, vendor payment and close contact with vendors. 


· Answerable to the Head of the department and clients for all the work related queries.

· Preparation and maintaining of different schedules.

· Preparation and maintaining of monthly reconciliations.

· Auditing of accounts and schedules prepared by subordinates.

· Weekly credit review and revenue analysis.
	April 2014 – August 2015
	Silva Electric Works Mumbai, India

	Position Held
	Accounts Assistant


DUTIES & RESPONSIBILITIES :
· Recording and Maintaining book keeping system and Payroll management.

· Preparation and presentation of Reports for the management.

· Maintains supplies inventory by checking stock to determine inventory level; anticipating needed supplies; placing and expediting orders for supplies; verifying receipt of supplies.

· Maintenance of Dealer Accounts and provide periodical Debtors Report.

· Conduct Daily Banking and Cash Transactions and prepare periodical Reconciliation Statements.

· Resolves problems by coordinating preparation of reports, analyzing data, and identifying solutions.

· Contact with vendors on a daily basis with the view to complete the firm's contracts on time.

· Ensures operation of equipment by completing preventive maintenance requirements; calling for repairs; maintaining equipment inventories; evaluating new equipment and techniques.


ACADEMIC HISTORY :
· Master of Commerce from MG University, Kerala, India (2012-2014)

· Bachelor of Commerce from MG University, Kerala, India(2009-2012)

· Under Graduation (+2.) from Kerala Board of education  (2009)

· Secondary School Leaving Certificate from Board of Examinations, Kerala.(2007)

CAREER HIGHLIGHTS:

· Above 2 year, experience in Manufacturing, Advertising and Service industry.

· Pursued Master degree in Commerce specialized in Finance.

· Good oral and written communication skills.

· An expert in MS Office especially in word, excel, power point, and office outlook
· Certification and experience in Tally ERP 9.

· Windows 7 & 8, XP, 2000

· Practical experience in Sage line 50 Accounting, ADAMS, and Peachtree Accounting

· Work experience in Accounts, Administrative and Customer Service Departments.

· Data and knowledge searching, communication over Internet

PERSONAL ATTRIBUTES & ACHIEVEMENTS:
· Optimistic and quick learner who would use every opportunity to achieve the goal.

· Highly competitive. 

· Good knowledge in MS Office and different accounting packages.

· Efficient team manager and can adjust to any environment.

· A good  team player

· Attention to detail and problem solving skills.

· Awarded first and second in University level quiz competitions.

· Effective coordinator for UGC level seminars and College level Competitions.

PERSONAL DETAILS :
Father's Name

     
: James K K
Age & Date of Birth

: 25, 14/12/1991 

Sex



: Male

Nationality


: Indian

Religion


: Christian
Marital Status


: Single
	Languages Known
	LANGUAGE
	READ
	SPEAK
	WRITE

	
	ENGLISH
	· 
	· 
	· 

	
	HINIDI
	· 
	· 
	· 

	
	MALAYALAM
	· 
	· 
	· 


I HEREBY DECLARE THAT THE PERTICULERS GIVEN ABOVE ARE TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE AND BELIFE.

TONIS 
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Tonis 


Email ID: � HYPERLINK "mailto:tonis.355948@2freemail.com" �tonis.355948@2freemail.com�








