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JAYAKUMAR 
E-Mail ID: jayakumar.370057@2freemail.com 
OBJECTIVE:
To seek a mutually beneficial relationship with an organization where I will be able to utilize my abilities to the fullest and where my desire to succeed will contribute to the organization’s goals.

Professional experience:

10 Years of working experience in  Accountant cum Administrator Field in India  
ACADEMIC QUALIFICATION:
	COURSE
	COLLEGE/SCHOOL
	BOARD/UNIVERSITY
	YEAR OF PASSING

	M.B.A
	DISTANCE

EDUCATION
	BHARATHIDASAN

UNIVERSITY,TRICHY
	2004 - 2006

	B.COM
	URUMU DHANALAKSHMI

COLLEGE, KATTUR
	BHARATHIDASAN

UNIVERSITY,TRICHY
	2001 - 2004

	H.S.C
	BOILER PLANT BOYS

HIGHER SECONDARY

SCHOOL
	GOVT.OF TAMIL NADU
	2000 – 2001

	S.S.L.C
	BOILER PLANT BOYS

HIGHER SECONDARY

SCHOOL
	GOVT.OF TAMIL NADU
	1999 - 2000


ADDITIONAL QUALIFICATION:
· Diploma in Co-operative management. (I – Class)

· Gold appraisal & its techniques

· English Typewriting higher I Class

· Tamil Typewriting higher II Class

COMPUTER SKILLS
· MS – Office

· TALLY 7.2 (Graduate) Grade - A

DUTIES & RESPONSIBILITIES:
Accountant Cum Administrator
· Recruitment  Employee joining updating system wise ,Payroll Process Master Earning & deduction Updating, Monthly Earning & Deduction updating, Transfer updating, Attendance conversion from time office
· Bank Related work, TDS,VAT Filling, handling with Journal, Ledger ,Party statement report preparing, Budget Controlling, Financing, control etc.,
· Verifies the completeness and accuracy of documentation.

· Prepares schedules, reports and financial statements. Makes recommendations on budget allocations. Supplies information and documentation to auditors.

· Performs various administrative and clerical tasks according to the needs of the unit. Prepares correspondence related to the duties of the position. Liaises with appropriate resource persons

· Uses a variety of equipment such as a personal computer, printer, calculator, telephone, photocopier, microfiche reader and fax machine.

· Maintain registers of all receipts and issues or submissions of documents and correspondence.

· Tracking of documents, checking of approval loops, revision identification.

· Responsible for collecting the data, verifying the current revision status of the documents and distributing.

· Print and file hard copies of the documents, Preparing Submission Dossiers and updates to the document status system and files.

· Keeping all correspondence details with clients and contractors and giving good support to engineering, technical and site team.

· Correspondence  with  emails,  input  information  into  the  system  creates  transmittals  to recipients, track documentation, and ensure nothing is delayed.

· Ensure the effective running of the day-to-day operations of the document center
· To ensure compliance with quality assurance requirements at all time

· Keeping in close contact with key project members and decision makers.

· Co-Ordination with Site Team and Procurement Team for Material Purchase and Material

· Manpower identification and mobilization as Per Project Requirements.

· Coordination with different Training institutes for completing necessary safety training

· Working as an Interface between Client/Main Contractors with Company.

· Updating of time sheets of workers.

·  Follow up with different departments and suppliers regarding the manpower mobilization, issue of LPO, material delivery and movement to work site.

· Preparing histograms for optimized utilization of manpower.

· Reporting to the   PM about the Manpower mobilization, Material movements, HSE status and document status

· Handling leave schedule for all employees & arrange suitable replacement.

· Coordinate with Camp Boss to administer Labour Camp activities such as room allotments in accordance with trade and nationality of employees.

· Coordinate with PRO, Maintain and update the Status of all visas, Health cards, its expiry and renewal.

· Maintain a register for all required passes  and follow up its renewal by coordinating with PRO and report to HR Manager.
EMPLOYMENT HISTORY:
Organization
:
:
APOLLO HOSPITALS

Location                 :
Chennai

Position                  :
 Accountant Cum Administrator 
Period

:
April 2011 to Jan 2016

Responsibility      :      Recruitment  Employee joining updation system wise ,

Payroll Process Master Earning & deduction Updation, Monthly Earning & Deduction updation, Transfer updation, Attendance conversion from time office, Salary credit at Various Banks, MIS & Other Reports as per user Request,  etc. Other Process Temp. Salary Payment, Voucher Payment, Issue of Cheques& food coupon , bonus payment prepared ,Compensation Work (Salary & wages preparation for various category ), LTA Preparation Statutory process, PF & Gratuity , ESI , function & Loan preparing Time Office function , Employee time card updation, EL, SL , leave Updation,, Salary updation, Over time Calcution, late warning letter prepared ,  etc. Employee welfare programmes, festival function coordinate with welfare team, uniform Issued , birthday Celebration for employees  wise , Separation Process, Employee Clearing No due form from various dept., Preparing for Check List, Employee Earning & Deduction update system wise , prepare for final settlement cheque, Certificate Issued

Organization
:
 :
JAYANTHI GARMENTS

Location                
 :
Tirupur

Position             
 :
 Accountant

Period

 :
April 2009 to Feb’2011

Responsibility     
 :            Bank Related work, TDS,VAT Filling, handling with Journal, Ledger ,Party statement report preparing, Budget Controlling, Financing, control etc.,
 Organization
:
CRYSTALINE EXPORT PVT LTD.

Location            
:
Tirupur

Position           
:
Accountant

Period

:
April 2007  to 2009

Responsibility
:         Bank & Party Reconciliation, TDS related work,  basis Day to day accounting, , handling VAT, Sales tax.

Organization

:
TOOLFAB ENGINEERING INDUSTRIES (P) LTD

Location               
:
TRICHY

Position              
 :
Junior Accountant

Period

:
April 2005 to 2007

Responsibility
:         Bank & Party Reconciliation, TDS related work, basis Day to day accounting, handling VAT, Sales tax  

PERSONAL PROFILE:
Date of Birth

:
31-07-1983

Sex


:
Male

Marital Status
:
married

Nationality

:
Indian

Language

:
English, Tamil & Hindi

PASSPORT DETAILS:

Date of Issue
:
03-November-2014
Date of Expiry
:
02- November-2024
Place of Issue
:
Madurai, India
Yours Truthfully
Jayakumar
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