Personal details Nationality : Indian

Religion
: Christian

Passport Details Passport Date of issue : 09.12.2011 Date of Expiry: 08.12.2021 Place of Issue : Cochin

Visa Details

Visa Status
: Visit visa

Ability to join : Immediately

Education

Master of Commerce In finance & Taxation M. G University (2008)

Bachelor of Commerce M. G University (2004)

IT Skills

Tally

Peachtree

MS Office
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Accountant

Jeena.374668@2freemail.com 
Objective

Looking for a challenging position of an Accountant in a well reputed organization with a view to use my wide experience for the benefit of the organization.

Personal Attributes

o Strong interpersonal skills and effective communication skills. o Good analytical and decision making skills.
o Know the priorities in the job. o Ability to work under pressure.

o Observant and disciplined team worker.
Experience Highlights

Sajimon Transports, Cochin – India.

Chief Accountant, January 2016 – September 2017.

o Monitoring and directing the works of subordinates. o Recommending ways to reduce Tax and cost control.
o Prepare reports and submit to the authorities daily, monthly and annual basis. o TDS, PF, VAT and Income Tax return filing.

o Authorise all payments and receipts. o Online bank transactions.

o Auditing and Administration.
Pentagon Marketing, Cochin – India.

Senior Accountant, December 2010 – July 2015.

o Annual and monthly Vat return filing.
o Service tax and TDS deduction & submission.
o Submitting return to the income tax department.
o Submitting income statement and balance sheet to management. o Posting entries to tally and handle daily cash flows and collections. o Prepare daily statement to find the daily inflows and outflows.
o  Update debtors and creditors list on weekly basis.

o Reporting bank balances and cash flows to the management on daily basis. o Deposit the cheques with bank for collection.

o Issuance of cheque payments to suppliers and transfers to overseas suppliers. o Preparing monthly payroll & Handling petty cash expenses and replenishment. o Auditing works, Prepare Quotation, Prepare Purchase order.

o Handling Import & Export procedures.
Sargam Builders, Cochin – India.

Senior Accountant, June 2010 – December 2010.

o Posting entries in tally.
o Annual and monthly VAT return filing.
o Service tax and TDS deduction & submission. o Verifying the bills.
o  Handle daily cash flows and collections.

o  Prepare daily statement to find the daily inflows and outflows.

o Update debtors and creditors list on weekly basis.
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o 
Deposit the cheques with bank for collection.
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o Issuance of cheque payments to suppliers and transfers to overseas suppliers. o Handling petty cash expenses and replenishment.
o  Reporting bank balances and cash flows to the management on daily basis.

o Preparing monthly payroll, Vacation pay, Loan and Leave salary.
Maxx India, Cochin – India.

Accountant, May 2008 – June 2010.

o Posting entries in tally.
o Annual and monthly VAT return filing. o Handle daily cash flows and collections.
o Update debtors and creditors list on weekly basis. o Deposit the cheques with bank for collection.

o Reporting bank balances and cash flows to the management on daily basis. o Handling petty cash expenses and replenishment.

o  Invoice preparation, Entering purchase order.

o  Survey of customers and market trends & Update customer feedback.

o Preparing monthly payroll, Vacation pay, Loan and Leave salary.
Jacob & Jacob Associates, Cochin – India.

Accountant, January 2008 – May 2008.

o Posting entries in tally.
o Internal auditing in companies.
o Checking customers datas with their original bills and vouchers. o Recommending ways to reduce Tax and cost control.
o Auditing.
References

Available upon request.

Sincerely: Jeena 

