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CAREER OBJECTIVE

Seeking for a prospective growth in career with a progressive organization where I can utilize my skills, knowledge and experience in Accountant / Sales Coordinator / Admin Assistant that allows for advancement and growth.


PROFILE

· Around 4 Yrs of experience in Finance and Sales.
· Professionally qualified with a Bachelor of commerce (B.com)
· Strong analytical & organizational abilities with expertise in formulating accounting systems and sales activities..
· Proficient in MS Office Applications.
· Good understanding of financial data terminology and principles
· Possess demonstrated ability to work effectively and congenially with employees at diverse levels.
· Strongly commercial with excellent communication and in fluency skills.
· Energetic and capable of working with minimal support and a good deal of autonomy.
· Ability to handle both, the internal activities of an organization as well as the external dealings with customers, vendors, government bodies, etc.

AREA OF EXPERTISE

· Finance Executive
· Accountant
· Admin Assistant
· Customer Service
· Sales coordinator

WORK EXPERIENCE

Worked as a Sales Coordinator & Assistant Admin in Saudi Mais Medical Product-Saudi Arabia May 2015 Apr 2018


Worked as a Assistant and Admin in Ambition Consultancy –Chennai, India from July 2014 – Mar 2015.


Sales Coordinator & Admin:

· Sales team by managing schedules, filing important documents and communicating relevant information..
· Receiving and Processing all Invoices, Expense forms and Requests for Payments.
· Selling medical products to hospitals throughout the sales territory.
· Working with distributors to establish sales chains.
· Keeping detailed records of all contacts Of Customer.
· Maintain the all sales accounts and collecting payment sorting accounts.
· Keeping records of sales and customers
· Reporting information back to head office about customer need.
· Good convincing and negotiation skill.
· Making invoice & handle the phone calls & handle the customer & Making file with invoice.
· Admin generally includes answering phones, taking memos and maintaining files.
· Making photocopying, faxing, mail distribution and filing.
· Handle Bookkeeping, Typing Skills . Equipment handling. Customer service skills.
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Assistant Accountant and Admin Assistant Job Responsibilities:

· Accounts Payable -Received and reconcile the supplier invoices and arranged payments.
· Prepare and send invoices to debtors.
· Prepare regular reports and summaries of accounting activities.
· Handling petty cash activities for the company& Prepare daily cash summary.
· Assisted in generating income statements, balance sheets, general ledger, checks and reports.
· Reconciliation of bank statements Daily Basis.
· Established and maintained close relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies.
· Prepare daily income/sales and prepare daily journal entry

ACADEMIC QUALIFICATIONS

· Bachelor of Commerce (B.com) (Jun 2011-Apr 2014), Jamal Mohamed College, Bharathidasan University, Trichy, India

Technical Skills

· Basic operating systems such as Windows 7, Windows XP etc.
· skilled in Tally ERP9 & Accounting Software.
· Good proficiency in MS-OFFICE (Word, Excel, PowerPoint).
· Excellent command over mail communication. (Microsoft Outlook).

PERSONAL DETAILS

	Nationality
	: Indian

	Visa Status
	: Visit Visa 

	Languages known
	: English, Tamil, Malayalam, Arabic and Hindi

	
	

	DECLARATION
	

	
	


I hereby declare that the above information is true and complete to the best of my ability and knowledge 
- 2 -

