              Raja    raja.368995@2freemail.com 

CAREER OBJECTIVE
· Seeking a challenging position as accounts payable executive and gain experience into accounting field to grow with the organization and achieve its goal.
EDUCATIONAL PROFILE
· B.Sc. Zoology from Thiruvalluvar University, C.Mutlur. 
Passed out 2010 with First Class 59%   

· HSC from Chandra girl’s Higher Secondary School, Sethiyathope.

Passed out 2007 with 56% 

· SSLC from Chandra girl’s higher secondary school, Sethiyathope.

Passed out 2005 with 51%
PERSONAL QUALITIES
· Good communication skills.

· Passion for initiating and facilitating continuous improvement.

· Hardworking.

· Positive attitude.

· Excellent team player.
PROFESSIONAL EXPERIENCE: - Total years of Experience- 5 years
Company Name
: 
Chennai Radha Engineering Works (P) Limited
Place


: 
Sipcot IT park, Siruseri. 
Designation

: 
Accounts Executive Grade I
Duration


: 
April 2011 to April 2016

JOB DESCRIPTION:
· Prepare reports on accounts payable and accounts receivable.

· Review the details provided by the managers, distribute the payments and edit the billings.

· Supervise and train the new joiners.

· Process the payable invoices weekly.

· Mail the invoices to the regarding clients.

· Maintaining the official files.

· Prepare weekly / monthly reports.

· Check and compile the tax returns.
COMPUTER SKILLS

· Operating system : Windows 7,8 / Vista / XP

· Packages : Micro Soft Word and Excel, Internet, Tally
PERSONAL DETAILS
Age



:
26

D.O.B


:
07.06.1990

Gender


:
Female 

Nationality

: 
Indian

Religion


:
Hindu

Languages

:
English, Tamil (Read & Write)
PASSPORT DETAILS
Place of Issue

:
Chennai

Validity


:
19/04/2017 to 18/04/2027
DECLARATION

I declare that the particulars of the information are true, Correct and complete to the best of my knowledge and belief.
Date:                                                              


       Signature

Place:     

