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                                                        Professional Profile

· Around 12 years’ of rich experience in Finance & Accounts.
· Knowledge in Tally accounting software, payroll system.

· Proficient in mapping business requirements, understanding customer expectation and demand, meet them accurately.

· Strong analytical skills with the ability to analyze business practices and define and document optimal procedures or practices.

Organizational Experience

Tenure



Organisation



Designation

1993 to  2006 April                        Kaliyath Steel Traders (Cochin)               Accountant

May 2006 to Feb 2008
               Newtech International (Cochin)

   Accountant
2008 March to till date                   Silky Calicut Trading LLC (Dubai)            Manager/Accounts      
Chief Tasks Handled

Finance & Accounts:- 
· Sales invoice preparation & processing, petty cash handling, Vendor invoice processing & vendor payment management, asset purchase.
· Variance analysis, job costing,  Accruals & provisions, Write off request, Asset write off, disposal of asset Verification & labeling of asset, Job opening  & job closing, Journal entry and rectification entry.
· Monthly closing, taking various financial report , monthly sales figures, stock entries, profit & loss a/c analysis, controlling the accruals, ledger a/c review  and preparing WIP report and Quotations
Funds Management:-
· Preparing Account receivable report, follow up with customer for payment, sending reminder letter to customer and processing credit application form and 
· Monitoring Cash flow of the company and recommendation 
Customer Services:-
· Handling queries like change of E- mail Id & Name, Address, Credit Limit & Payment related.

· Tracing the payment and Debit/ Crediting to the customer a/c, interest calculation, writing memos and sending appropriate letter to customer etc

Significant Achievements

· Instrumental in handling Tally (Financial support services) on shift basis. 

· Streamlined the project which brought about excellent customer feed back. .

IT Skills

· Conversant with Office Automation (MS Word, Excel, PowerPoint).

· Well versed with Tally & Internet Applications. 

· Typing speed of 40 words per Minute.

Academic Credentials

· Bachelor of Arts from Calicut University, Kerala, India.
Extra Curricular Activities

· Actively participated in Junior Kerala Football Team 1987 at Guwahati in India.
