Govinda



 
E-mail ID : govinda.383428@2freemail.com 
.

▼ SUMMARY :

Accounts and Administrative Person around Thirty two  Years Experience in the industry.

▼ CAREER OBJECTIVE:

Looking forward to a challenging Career and to deliver to the best of  my ability showing fidelity 

towards the firm.

▼ EDUCATION :

Academic                                    : B.Com  





  Attended in GST Work Shop                                                      

Technical                                     :P.G Diploma in Computer Science.
                                                     Tally.ERP 9. ,MS Office and Internet Operations.  





Typewriting Higher (English)
▼ CURRENT WORK EXPERIENCE :
3. Worked in International Business Corporation 
(From May 2009 to August 2018)
ROLE



ACCOUNTS MANAGER

2.Worked in S.S.M Residency Private Limited
[ From Nov 2005 to April 2009]
ROLE                                           : ACCOUNTANT
1.Worked in Deco Polymers India Private Limited 
 (From October 1986 to October 2005)
ROLE                                           : COMMERCIAL OFFICER
SKILLS FOR ABOVE POSTS 

Handled  Accounts:-Profit and Loss, Balance Sheet, Receipts and Payments, Petty Cash, 

Warehousing, Invoicing, Order executing, Credit note, Revenue account, Reconcile, Payroll, 

Processing, Posting and maintenance of ledgers, Backing up accounts, Preparation of payment 

summaries, Inventory, Final Accounts, Filing, Data entry, Attend walk in enquiries, Supervise 

accounts staff, Cash, Bank book, Purchase, Billing, Accounts payable, Accounts receivable, 

Inward/Outward register, Sales register, Bank statement, Voucher entries, Preparation of sales 

bill, Journal register, General Ledger, Payment Follow up with Clients, Debit and credit controls, 

Knowledge of Depot Stock, Expense Account, Bank receipts, Payments, Salary administration, 

Time sheet, Employment  offer letter and other documents, Record keeping and other 

documents, Wage hour computation, Personnel file maintenance, Store activities, Central excise, 

Plan dispatches, Coordinate with customers for dispatches, VAT,Budgets, Funds, Pay Roll, 

Administrative and supporting functions
PERSONAL PROFILE :

Date of Birth               
 
:07.06.1964

Languages
 Tamil & English 

Extra Curricular             
 School Cricket Player, Quiz participant and 

Activities
winner, Interested in Social Work and in reading books

