RESUME
VIJAYA
 Vijaya.361375@2freemail.com 
OBJECTIVE:



To pursue a challenging career and maintain the highest levels of quality in every venture. To work towards the growth of the organization that recognizes and encourages me to develop along with it.

EDUCATION:
	Class
	Name of Institute
	Year of passing
	% of the marks

	S.S.L.C
	Baba Amir Badhusha Matriculation Hr. Sec. School, thiruppathur. 
	2000
	54

	H.S.C
	Alagappa Model Hr. Sec. School Kariakudi.
	2002
	58

	B.Com
	Arumugam Pillai Seethaiammal College ,Thiruppathur.
	2005
	58

	M.Com
	Arumugam Pillai Seethaiammal College, Thiruppathur.
	2007
	71


ADDITIONAL QUALIFICATION:

Technical Qualification 
: DOM (   Diploma in Office Management ,DCA (Computer Application  (Tally, MS Office & VB).                                                                                                                                                                                                       

Training at


: Three months institutional training at Dhana lakshmi Paper Ltd, 
                                        Servall Group of Companies,

                                        Dindugal (Leading Paper Company) 
                                        Data  Processing Centre in Accounts Department.
Working Experience
1) Junior Officer (A/C) July.2007 to Dec.2009
      Name of Company   : Servalakshmi Paper and Boards Pvt. Ltd,
                                  Dindugal (DT) (Servall Group Of Companies)

Job Responsibilities: Reporting to Manager Accounts.

a) Preparing and Accounting all kinds of Vouchers like Cash, Bank, Journal, Purchase, Sales, etc.,

b) Maintain all records including ledgers and Vouchers.

c) Prepare Daily stock statement and reporting to Management

d) Prepare monthly Bank Reconciliation
e) Verified all kinds of Vouchers(Bank, Cash, Journal) and Bills(Purchase and Sales),etc.,
f) Verified TDS deducted and paid to IT department.
g) Verified Monthly return like PF, Sales Tax, Service Tax, etc.,

h)  Verified the Stock inventory.

i)  Prepare Profit & Loss a/c, Balance Sheet Statement, IT Statement.

2) Sr. Officer (A/C) Jan 2010 to (Apr2013)
Name of Company    : Servalakshmi Papers Ltd, Tirunelveli.
Job Responsibilities : Reporting to Manager Accounts

a) Preparing and Accounting all kinds of Vouchers like Cash, Bank, Journal, Purchase, Sales, etc.,

b) Maintaining Petty Cash and accounting the expenses with bills.

c) Prepare TDS Statement & Monthly return like Sales Tax, Service Tax.

d) Prepare Daily and Monthly Stock Statement and reported to H.O.

e) Prepare monthly Bank Reconciliation.
f)   To Check Bills with Work Order and Purchase Order and accounted.

g) Prepare Expenses, Sundry Creditors and Debtors list for payment.

h) Prepare Reports for, Transporters and Cutting labor abstract for payment.

i)   Preparing and Accounting all kinds of Vouchers like Cash, Bank, Journal, Purchase, Sales, etc.,

j) Prepare TDS Statement & Monthly return like GTA, Service Tax and Central

Excise (ER1 Return).
     k) Generating Invoices for Both CT1 & CT3 Sales.

      l) Prepare Monthly P&L and Balance Sheet reported to Manager.

    m) To Process the monthly salary in PAYPAC Software

    n)  Prepare Sundry Creditors and Debtors list for payment.

     o) Prepare the Export Sales Invoice,ARE1

p) Completing the  Export Procedures and  Outing the container from loading Point to tuticorin after customs inspection. 
     q) Bill Passing , Accounting the bills and passing them for payment to HO.

     r) Preparing Documents for Central Excise Audit.

1) Accounts Officer May 2013 to  at present (2017)
Name of Company    : 7’cs Diamonds and Jewelry LLC.
Job Responsibilities : Reporting to General Manager (Finance & Accounts)
a) Handling complete books of accounts for 36 retail sales Jewelry shops (overall in Uae, Bahrain, Kuwait, Oman, Salalah and Barka), both type of shop in shop and kiosk.
b) Preparing MIS and submitted to Management on monthly basis.

c) Supporting to operation team like arranging of funds and payments which are due to the hypermarkets like (promotion fee, license fee, badge fee for retail staff etc.,

d) Maintaining and booking of day to day expenses related to store and office requirements with proper bill of expenses submitted by the staffs.

e) Incentives calculations for retail sales staff, Area sales managers and supporting office  staff as per the target and sending reports to HR to pay along with the salary.

f) Accounts receivables from Hypermarkets against sales and Payables  to party          ( Jewelry  vendors and repairing workshop)monitoring on weekly basis.

g) Arranging payments to creditors as per the credit period (or) agreement ,expenses booked and forwarded to central finance for payment. 

h) Handling pure gold stock by providing Metal payment and metal receipt trough entrepreneur resource planning  and cross checking day to day balance of pure gold with custodian in Physical by tallying as per the book stock.

i) Physical stock audit quarterly, by visiting stores and checking entire stock available in store and making them tally with book stock ,same report has forwarded to management.

j) Capitalization of asset purchased in present year with depreciation, and making proper documents in ERP if there is any sales of old assets.

k) Preparing profit and loss account statement and balance sheet on every month and the same is submitted to management for review.

l) Preparing MIS Report and sent to Management on Monthly basis.

m) Maintaining records properly (Hyper Markets agreements, Insurance Renewal Policy, capitalized goods with original invoices, JV, Incentive Workings and Bank Reconciliation entries..

Working Knowledge in Computer: 

A) Tally – Tally 8.1 and Tally 9.ERP.(Servall Group of companies)
B) Visual Basic (Servalakshmi Paper Ltd)
C)  MS-Word and MS-Excel (well experienced in MS -Excel).
PERSONAL PROFILE
Age & Date of Birth

:    32 yrs. 20-02-1985

Marital Status


:    MARRIED.
Sex


                   :     Male.
Religion & Community
         :     Hindu, Naidu

Nationality


         :     Indian

Languages Known 

:     Tamil, English & Telugu.

I hereby declare that all the information is true to the best of my knowledge 

and belief.


 







                           Signature

Place: Dubai
Date:















