Asha 
Email: asha-393483@2freemail.com

	PROFILE SUMMARY-
	1 year Experience as a Accounts Executive Hands on Experience in Invoice Making , Bank Reconciliation , Data Entry Purchase , Payment , Reciept Entry , Contra Entry , Journal Entries.I am Fluent In English and Dependable , Dedicated and Hard working Self – Motivated.


	04/2014 - 04/018
WORK EXPERIENCE .
Accounts Executive 

Responsibilities:

· Making and Issue Invoices .

· Document financial transactions by entering account information.
· Recommend financial actions by analyzing accounting options .
· Substantiate financial transactions by auditing documents .
· Maintain accounting controls by preparing and recommending policies and procedures .
· Guide accounting clerical staff by coordinating activities and answering questions .
· Reconcile financial discrepancies by collecting and analyzing account information .
· Secure financial information by completing database backups .
· Verify, allocate, post and reconcile transactions . 
· Produce error-free accounting reports and present their results .
· Analyze financial information and summarise financial status .
· Review and recommend modifications to accounting systems and procedures .
· Provide input into department's goal setting process .
· Maintain Inventory and Check Month Wise. 
· Plan, assign and review staff's work .
· Support month-end and year-end close process .
· Develop and document business processes and accounting policies to maintain and strengthen internal controls .
· Communicate effectively with clients .
· Contribute to a strong client relationship through positive interactions with client personnel 
· Communicate with Manager and/or Director on work status and client issues that arise

· Bank Reconcililation And Party Ledger .

· Issue and Prepared Cheque According To Day To Day Planning .

· Do Purchase , Journal Voucher , Payment , Reciept Entry In Software

· Data Entry in Computer .
05/2017 – 06/2018
JUNIOR ACCOUNTANT 
Responsibilities:

· Processed invoices, purchase orders, Purchase Return, and credit memos through  software

· Maintained the entire filing system for the accounting department

· Conceived numerous projects outside regular duties achieving increased efficiency and reduced expenses.

· Bank Reconciliation and Vendor Reconciliation

· Performed standard and electronic check distribution to vendors 

· Followup With Party For Payment .                                                                                                          


	EDUCATION


	B.COM , JIWAJI UNIVERSITY , GWALIOR -1997-2000
M.COM , K.R.G GIRLS COLLEGE , GWALIOR – 2000-2002.


	ADDITIONAL

SKILLS 
	Microsoft Office package: Microsoft Word, Excel, Tally ERP 9.



	ADDITIONAL -ACTIVITIES 
	D.C.A & TALLY .


  HOBBIES-               Singing , Music , Reading .
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