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OBJECTIVE 

To be part of growing organization that allows me to explore my capabilities and skills towards achieving the entrusted targets with an aim of seeking the progress of the organization.

PROFILE
· 5 years experienced in Accounts and Administration.
· Hold a Bachelor Degree in Commerce (B.com.).and M.B.A Finance.
· Well versed in manual &computerized accounting.

· Proficient in Tally, MS Office Application Internet.

· Good communication skills in English.

· Self-motivated, responsible natured, disciplined & well organized.

· Friendly pleasing natured.
· Can work under pressure & meet deadlines.

JOB RESPONSIBILITY
· Received and recorded invoices and arranged payments.

· Prepare and send invoices to debtors.

· Calculate and distribute wages and salaries.
· Prepare regular reports and summaries of accounting activities.

· Prepare financial statements and debtors’ listings/Check customers’ credit ratings

· Verify recorded transactions and report irregularities to senior manager.

· Maintained Daybook, Sales, Purchase&Stock Registers; posted ledgers.

· Assisted in generating income statements, balance sheet, general ledger, checks and reports.

· Reconciliation of Supplier Accounts and GL Control Accounts.
· Credit control and collection of accounts payables and receivable.

· Reconciliation of bank statements.

· Established and maintained close relationship with bank authorities and auditors, ensuing compliance with all regulatory bodies.

· Ensured that there are effective internal controls.

· Inventory control; billing &stock analysis.

· Preparation of year ending Schedules and Accounts for Audit.

· Handling and maintaining Accounts up to finalization.

EDUCATION
                         SSLC (Secondary School Leaving Certificate) from Board of Public        

                         Examination, Kerala, India.  


Plus Two, from Board of Public Examination, Kerala, India.
                         B com (Bachelor of commerce) Calicut University, Kerala, India.       

                        
M B A Finance (Master of Business Administration) Coimbatore University.

                          Tamilnadu, Kerala, India.
TECHNICAL QULIFICATION
                            Diploma in Telecommunication 
COMPUTER SKILLS
                             Diploma in Finance Accounting 

                             Tally, Peach Tree, Dacsy and MS Office and Internet Applications.

WORK EXPERIENCE
· M/s. Al Fikr General Contracting & Maintenance Est. – Al Ain

Working as General Accountant from 05th May 2014 to Till date.
· M/s. Axis Bank, Kerala - India
 Worked as Sales Officer from 16th December 2011 to 03rd December 2013.

· M/s. MM Traders, Kerala - India


Worked as Accountant from 10th November 2009 to 15th November 2011.
I hereby declare that the above furnished information is true to the best of my knowledge and belief.




      Accountant / Administrator








