RESUME

Mrs. Saranya
E-MAIL ID: - saranya.3682298@2freemail.com
D.O.B:-    24th APRIL 1989.

LANGUAGES KNOWN: - English, Hindi, Malayalam, Marathi.

___________________________________________________________________________________________________________________________________
OBJECTIVE:-

To obtain a challenging position in a dynamic organization and be an integral part of growth oriented company.
__________________________________________________________________________________________________________________________________
WORK EXPERIENCE

ORGANISATION: - M/S A.M.I. Machine Tools

DESIGNATION: - Worked as Account Assistant with an experience of over 5 years from MAY 2011 Till August 2016. 

JOB PORTFOLIO:-

1. Preparing Invoices, Proforma Invoices, Delivery Challan & Quotations.

2. Assist Company C.A. in Auditing.

3. Preparing VAT/CST summary for filing monthly returns of the organisation.

4. Online filing of monthly VAT/CST Returns.

5. Apply online and submit C-Form, H-form for the organisation, and deliver to various suppliers.

6. Bank Reconciliation in Tally ERP 9.

7. Handling accounts and all the mentioned above related to accounts of the Sister Concern – M/S Atlas Machines (India).

8. Detailed Data Entry of Purchase, Sales, Payment and Receipts in Tally ERP 9.

ACADEMIC PROFILE:-
	CLASS

	COLLEGE/ UNIVERSITY
	YEAR OF PASSING
	PERCENTAGE

	M.Com - Accountancy
	Mumbai University
	Apr – 2015
	55.50%

	B.Com
	R.K.T. College, Mumbai University
	2010
	74%

	XII
	R.K.T. College, Maharashtra Board
	2007
	71%

	X
	Model English High School, Maharashtra Board
	2005
	66%


Computer Skills:-
Tally ERP 9, SENSYS TDS Software, MS Outlook, MS Office.
DECLARATION:-
I here with submit to that all above said information is true to my knowledge.
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