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DEEPAK 
Email.id: Deepak.367962@2freemail.com 
PERSONAL PROFILE
Experienced in working in general business office settings. Interface well with all levels of staff .Able to balance priorities and tight deadlines. Known for quality and timely completion of tasks. Caring and hardworking with excellent interpersonal, customer services and office support skills. Keen on working in an organization in a suitable vacancy.
· 2 years of experience in the field of Accounts & Administration.
· Good Communication skills, both written and verbal.
· Highly organized.
· Ability to work under pressure in fast-paced environment.
· Interact well with colleagues, superiors and management.
ACADEMIC QUALIFICATIONS:
	Course /
	University / Board
	Name of the Institute
	Year of
	Percentage

	Degree
	
	
	Passing
	

	M.Com
	Kerala University
	St. Michaels’s College,
	2015
	50.25

	
	
	Cherthala ,Alappuzha
	
	

	B.Com
	Kerala University
	University Institute of
	2012
	70.2

	
	
	Technology, Alappuzha
	
	

	
	
	
	
	

	XII
	Kerala State Board
	LEO XIII HSS Alappuzha
	2009
	84.5

	
	Of Higher Secondary
	
	
	

	
	Education
	
	
	

	X
	CBSE
	S.D.V CENTRAL
	2007
	50.1

	
	
	SCHOOL Alappuzha
	
	


COMPUTER SKILLS
· Accounting Packages : Basics in Tally ERP 9
· Other Packages :
Microsoft Office-Word, Excel, PowerPoint.
Internet Tools & Application
EXPERIENCE
Organization: THE UNITED COIR FACTORIES
KERALA, INDIA.
Designation: Accounts Manager
(From April 01, 2016 – April 15, 2017)
Job Responsibilities:
· Passing Daybook Entries.
· Preparing Cash Book & Day Book.
· Reconciliation of cash & cheque collection.
· Posting of sales and purchases in the system.
· Preparing statements related to Receivables and Payables.
· Making payments with cheque and cash.
· Verifying stock passions.
Organization: MUTHOOT CAPITAL SERVICES LTD
Designation: Operations Executive
(From October 22, 2015 to January 1, 2016)
Job Responsibilities:
· Verify stock and prepare stock register
· NBFC Loan verification.
· Processing Vehicle Loan
· Staff Monitoring
· Prepare and maintain stock register (computerized and manual)
Organization: Samhathi, Alappuzha.
An NGO, Formed in Austria and Germany
Designation: Project Manager
(From April 01, 2012 – October 15, 2013)
Job Responsibilities
· Planning and Developing Ideas
· Activity Planning’s
· Resource Mobilization
· Developing Schedules
· Time Estimating
· Cost Estimation
· Documentation for Every needs
· Risk Analysis
· Managing Issues
· Monitoring and Reporting
· Participation at higher level meetings
· Team Leadership
PROJECTS AND INDUSTRIAL EXPOSURES
· A Study on “A study on the Impact of CRM on Brand equity of the
BANKING CONSUMERS”.
· Parcel office management
ACHIEVEMENTS
· Participation in National Seminar on “Corporate Governance” in St. Michael’s College,
Cherthala.
· Participation in National Seminar on “Smart up Villages” in St. Theresa’s College, Thevara Ernakulum.
PERSONAL PROFILE
	Nationality
	:
	Indian

	Marital status
	:
	Single

	Sex
	:
	Male

	Date of Birth
	:
	30/10/1991

	License
	:
	Valid Indian license.

	Languages Known
	:
	English, Malayalam, Tamil, and Hindi


I hereby declare that the above mentioned statements are true and best of my knowledge.
DEEPAK
