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Objective: 

                                    Seeking a challenging and growth oriented Position with a well-known organization, where I can utilize my knowledge, skill and experience.
Skill Summary
· 8 years extensive Experience in Accounts / Stores in KSA & India.

· Familiar with Accounting, Inventory Control and Procurement.
· Proficient in using Tally 9 (ERP Software) & MS Office Applications.

· Able to Plan, Organize, analyzing problems & decision making. 

· Energetic, capable of working independently, time management skills to meet the deadlines without compromising on quality.
Academic
        Master Degree in Commerce (M. Com. – Finance) in the year 2010.

History
        Mahatma Gandhi University, India



        Bachelor Degree in Commerce (B. Com.) in the year 2006.


        Mahatma Gandhi University, India 

Computer Skills
Sound Knowledge in Tally ERP 9 & MS Office Packages
Work History

·  Floor Supervisor –  M/s. Jayalakshmi Silks Pvt LTD., Retail Industries, Kerala, India (June 2014 – June 2017)
·  Store Controller cum Procurement – M/s. First Telecom Industries, Riyadh, Kingdom of Saudi Arabia  (March 2012 – April 2014)
·  Accountant – M/s. Kudumbashree, under the control of Govt. of Kerala, Thannithodu Grama Panchayat   (Feb 2011 – March 2012)
·  Office Assistant Cum Accounts Trainee – M/s. Plantation Corporation of Kerala LTD., Kerala, India  (Oct 2009 – Sep 2010)
· Accountant – Service Co-operative Bank, Thannithodu, Kerala, India   (Feb 2008 – Sept 2009)
Job Profile

FLOOR SUPERVIOSIR
· Coordinate entire sale team activity to achieve the sale target.

· Preparation of Sales Report daily, weekly and monthly. 

· Maintain customer relationship, sorting out their problems over goods and service provided.
· Managing the man power to each counter for the smooth functioning of business.

· Maintain the records of all staff attendance, leaves, overtime etc.

                                 ACCOUNTS
· Coordinate & provide support for all accounting activities for the company. 
· Maintain accounts receivable records, process invoices, receive payments, follow up on aging of customer’s invoices, and maintain record of deposit and sending the cheque’s for clearing to bank.

· Review invoices and ensure appropriate authorization for payment, match invoices to PO’s and receipt accurate coding and keying of invoices.
· Prepare the reconciliation of bank, vendor accounts & various general ledger accounts on monthly basis and resolve discrepancies.
· Handle prepaid, provision accounts, and passing the entries respectively.
· Handle Inventory by recording receipt, consumption and physical verification on interim and yearly basis.

                                 INVENTORY CONTROLLER
· Proper recording of inward and outward of goods code wise.

· Sending samples to lab for QC check, ensure quality and maintain the report.

· Reconcile inventory discrepancies.

· Preparing the delivery note as per invoices and arrangement of delivery of goods to customers on time.

· Prepare purchase requisition as per the stock level.

· Preparing list of depleted products, near expiry and non movable products.

Personal Details


Nationality


Indian 
Date of Birth


10th May, 1986
Marital Status


Married
Visa Status


Visit Visa 
Languages Known

English / Hindi / Malayalam 

Declaration:
I hereby declare that the above given details are true to the best of my knowledge.
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