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Professional Profile:

A resourceful, hard-working, enthusiastic, flexible and dedicated individual with outstanding administrative and organizational skills and experience of working as part of a team in a busy environment.  Well organized and proactive in providing timely and efficiently support to office managers and colleagues. Possess excellent communication and advanced knowledge of MS office, quick to grasp new ideas and concepts and always keen to develop new skills and expertise. 

Personal Strengths 

· Focused, clear-headed, straight-forward, objective-oriented with excellent communication / people skills

· Versatile, proven ability to manage multiple tasks

· Effective motivator of self and others
· Demonstrated capability to resolve problems swiftly and independently
Carrier Summary:
Working as “Accounts Manager ” in M/S. ALASKA Engineering Solutions Pvt Ltd, Chennai, Tamil Nadu, India. For the period from 5th Aug 2015 to 31/08/2016.

Worked as “Sales Executive” in M/S. Malabar Gold & Diamonds – Dubai, U.A.E.

For the period from 2nd May 2013 to 1st February 2014.

Worked as “Accountnat / Cashier” in M/S. Express Beverages – Chennai, Tamil Nadu, India.

For the period from 15th January 2011 to 1st May 2013.

Worked as “Accountant” in M/S. Liberty Leather Stores – Chennai, Tamil Nadu, India for 2 Years.
Job Responsibilities
· Responsible for developing, implementing and monitoring efficient office activities.
· Ensuring at all times adequate stock of provisions, stationery, office consumables & other consumables for operational needs & goods received note and ensuring timely payment to suppliers.
· Compiling reports highlighting costs of products and services as well as preparing data for forecasting and budgeting.
· Making receipts for the payment for the services provide and arranging to deposit in the Bank and maintaining records thereof and also maintaining petty cash
· Maintaining confidential files, records and to maintain proper system for filing & speedy retrieval of documents. 
· Preparing incidents, monthly, quarterly, annual & statistical reports.
· Working with spreadsheets, sales and purchase ledgers and journals.
· Preparing statutory accounts.
· Managing petty cash transactions.
· Controlling credit and chasing debt. 
· To update & maintain such as General Ledger, Cash Book , Day Book, JV to post them properly.

· To prepare Bank reconciliation statements and to maintain all kind of Bank Transactions.

· To arrange meeting with MD and other admin staff to improve trade activities.

· To prepare weekly, monthly statements and also arrange MD travel schedule.

ACADEMIC QUALIFICATIONS:

	Degree / Diploma


	University / Institution
	Year/ Grade

	Bachelor of Administration

	Madras  University

Chennai, Tamil Nadu. India


	Passed in 2009 and scored 80 %


Computer Skills
: Well versed in M.S Office package viz. Word, Excel, COA, Talley ERP9
Course    
: Type writing in English     


Languages Known: English, Tamil,Malayalam & Telugu
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