LAVANYA
LAVANYA.371508@2freemail.com 
CAREER OBJECTIVE:
Seeking a suitable and a Challenging position in an esteemed organization – looking forward for an opportunity, which would help me to acquire organization skills thereby giving scope to exploit my ability for the development of the organization and satisfaction thereof.

KEY SKILLS:
PGDCA in computer

FOCUS

Type writing Higher Grade

Total Years of Experience: 19 Years

Current Location: Hyderabad

Location Preferred: Hyderabad

EDUCATIONAL QUALIFICATIONS:

M.COM
                                         Osmania University, Hyderabad, India - 2001

B.COM
                                Osmania University, Hyderabad, India 1995 – 1998

10+2                   Central Board of Secondary Education, Hyderabad, India 1993 – 1995

10th class                      Central Board of Secondary Education, Hyderabad, India - 1993

EXPERIENCE SUMMARY:

19 Years of experience in Administration & Accounts

PRAGATI POLYPLAST INDIA PRIVATE LTD          August 2009 – Till date

Portfolio – Senior Executive Accounts & Administration
Company Profile: The Company is engaged in manufacturing of packaging requirements of the growing bulk drug and chemical industries used in packing of Bulk Drugs and Food Grade material meant for exports.
Job Responsibilities:

· Basic work involved looking after Accounts and day to day Administration.
· Assisting Director of the Company in execution of day to day work.
· Filing of Official papers / Documents.
· Maintain files and documentation thoroughly and accurately
· Managing day to day cash.
· Verification and preparing monthly pay roll
· Checking of freight, Security bills to paid
· Preparing cheques by verifying documentation
· Answer calls from customers regarding their inquiries
· Price negotiation

· Reconcile Vendor Statements
· Preparation of daily Journal Vouchers for all expenses with all supporting documents
· Posting of journal entries in General Ledger
· Prepare purchase orders 
· Purchase posting

· Reviewing daily sales
· Sending quotations to customers

· Sends the statement of accounts to the customers and follow up for the payments. 
· Assists office staff in maintaining files and databases.
· Preparation of related Excise Documents
· Handling of Excise Audit

· Handling of Sales Tax Audit

· Maintain of RG-1 Register

· Maintain of RG 23A Part-I, 23A Part-II, RG 23C.
· Online filling of ER-1 Returns

· Online filling of Vat Returns
· Submitting ARE-1 Forms to excise department
· Submitting of Re-Warehouse copies to excise department
· Preparation of ANNEXURE 1
· ‘C’ Forms follow up

PROFESSIONAL EXPEIENCE:
Pfeiffer Vacuum India Limited

               September 2008 – August 2009

Portfolio – Executive Assistant to Managing Director
Company Profile: We are one of the reputed manufacturer, exporter and supplier of Pumping System & Leak Detectors. Our product series is acclaimed of its tough construction, longer functional life and optimum performance.
Job Responsibilities:

· Looking after all administrative and Personnel matters, assisting and reporting to Managing Director
· Work involves looking after all administrative and Personnel matters.
· Domestic and International Air ticket booking and Hotel Reservations for Senior Executives of the company.
· Sending payment reminders to customers
· Maintenance customer’s sales details
· Sending daily reports to Managing Director
PROFESSIONAL EXPEIENCE:
Mane India Private Limited

                     October 2005 – August 2008
Portfolio: Executive – Administration

Company Profile: A French Multinational Company among the top 10 in Fragrance & Flavours in world wide having presence in more than 70 countries.
Job Responsibilities:

· Looking after all administrative and Personnel matters, assisting and reporting to Head-Admin & HR.
· Work involves looking after all administrative and Personnel matters.
· Maintenance and regular verification of Attendance.
· Receipt and processing of Leave Applications
· Maintenance of Leave Record.
· Maintenance of PF Files, Registers / Records, and filing of monthly and other periodical returns
· Insurance-Renewal of Policies and processing of Claims.
· Excise Documentation for Dispatches.
· Verification of raw material and sample receipts for correctness in Quantities and Documents / Documentation.
· Dispatches by Courier
· Verification and processing of Courier and Cargo Agents Bills for payments
· Domestic and International Air ticket booking and Hotel Reservations for Senior Executives of the company.

PRAGATHI SWITCHES PRIVATE LIMITED
November 1998 – October 2005

Portfolio: Administration Assistant
Company Profile: The Company is engaged in manufacturing of moulded cans used in packing of Bulk Drugs and Food Grade material meant for exports.
Job Responsibilities:

· Basic work involved looking after Accounts and day to day Administration.
· Assisting Director of the Company in execution of day to day work.
· Filing of Official papers / Documents.
· Preparation of Commercial invoices and all other related Excise Documents.
· Arranging for Dispatches and follow up.
· Maintenance of Excise Records / Registers.
· Preparation of monthly Excise returns.
· Preparation of Bank Stock Statements.
· Maintaining of Party’s Ledger Accounts.
· Follow up for payments.
· Preparation of ESI Returns.
· Maintenance of Attendance and Payment of Salaries & Wages

PERSONAL DETAILS:

Date of Birth



:
29.11.1977

Marital Status



:
Married

Languages Known


:
English, Hindi and Telugu
