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SINI                                                           




E Mail
: sini.368271@2freemail.com 
Objective                                                                                                              
Seeking a position in your organization which utilizes my skills and potentials and offers professional growth while being resourceful and innovative.
Educational Qualification                        
1.
S.S.L.C    S.H.C.G.H.S.S. Thrissur, Board of Education     
1998-99        
58% 

2.
PDC
L M College Thrissur, Calicut University     
2000-01        
55% 

3.
B.Com     
L M College Thrissur, Calicut University     
2003-04 
48%  
Strengths    

· Proficient in accounting and tax return.
· Outstanding interpersonal and communication skills.
· Tremendous ability to quickly learn and master any and all tasks.
Software Proficiency   

· MS Office (Expert in Excel & Word)
· Hospital Information System (Hospital Software)
· Tally 9,ERP 9,Tax Soft, Acro-Bis (Accounting Software)
· DTP
· DCA
· Finacle, Finone & Finware (Banking Software)
· I-Loan (City Financial India Ltd)
· MK Soft (Elara Gold & Diamonds)
Languages Spoken   
· English

· Malayalam 

· Hindi

Work Experience  

1.
Reliance India Mobile, Thrissur        
           1Yrs     
Data Entry Operator cum File Processing 
                                                       

Executive                                                

2.
City Financial Consumer India Pvt. Ltd., Thrissur   2Yrs  
Data Entry Operator cum File Processing





Executive   
3.    HDFC Bank, Calicut                                                 2Yrs     
Back office staff 
4.
Pradeep & Associates, Calicut
  2Yrs
Accountant & Tax Consultant
5.    Middle East Group of Hotels, Dubai                        2 months  Accountant

6.    Shiba Hospital, Calicut
                                  5Yrs     Accountant 
Key Performance areas
Accounts
· Day-to-day accounting, Monthly accounting, Finalization, Inventory, Preparing and maintaining statutory books of accounts, bank reconciliations statements, fixed assets registers, inter-branch accounts in compliance with time and accuracy norms.

· Presenting a true and fair view of the financial position by preparing P&L Account and Balance Sheets of the concerned project/office.
· Verifying and clearing of Bills and Claims and to ensure compliance of the rules and regulations of the company.
Handling payments to vendors/suppliers/subcontractors and various in-house expenses including employees’ disbursements, ensuring optimum utilization of available funds.
Taxation & Auditing
· Ensuring timely assessment and filing of indirect tax returns viz., TDS, Sales Tax, Income Tax in compliance with statutory tax acts.
Coordinating with auditors for conducting internal & statutory audits; evaluating internal control systems and implementing necessary recommendations.
Have exposure to the following areas of accounting work.

· Writing up of books and finalization of accounts of Trading, Manufacturing, Service and Nonprofit Organizations.

· Preparation and maintenance of various registers like Purchase Register, Sales Register and Journal Register, Debit Note Register, Credit Note Register, Stock Register, Post dated Cheque (PDC) Register, Cash book, etc.

· Computerization of accounts of almost all types of business organizations using Tally 7.2 and Tally 9.0 versions.

· Preparation of various accounting Reports like Ageing Analysis, Income & Expend- iture Statements, Bank Reconciliation Statement etc.

· Preparation and filing of Vat Return, Income Tax Return, Service Tax Return, TDS Return, EPF Return other relevant accounting works.
Personal Profile   

Date of Birth


:
23/05/1984
Sex



:
Female
Age



:
33
Marital status


:
Married
Nationality


:
Indian

Total Experience

:
12yrs 
Declaration    

I hereby declare that all the above mentioned information are true and correct to the best of my knowledge and belief.

PLACE
: CALICUT
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