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Career Objective: An optimist having 3+ years of hands-on expertise in the field of Accounting & Admin looking for suitable position where i can utilize my skills & knowledge for the personal as well as

organization’s growth.

1.Experience:

· Company: Constructions & Builders (From 1st Jan 2019 to 31st Oct 2021)
· Employee ID: JCB-AD-01

· Designation: Accountant cum Office Administrator

Job summary as an Accountant: Responsible for posting Accounting entries into Tally, related to Payments and receipts, Equipment & Product purchases, Petty cash & Supervisor salaries etc. Assisting seniors during month end on Internal Audits & GST compliances

Roles & responsibilities as an Accountant:

· Day to day accounting entries

· Bank reconciliation

· Month end reporting on salaries and outstanding /pending
· Sales and purchase accounting invoice booking & PO’s & Quotations

· Assisting GST practitioner on GST returns

· Conducting internal Audit

· Assisting External Auditor

· Visiting bank and Tender & Engineering office upon request

Job summary as an Office Administrator: Responsible for managing and organizing the administrative tasks related to the construction project, often dealing with the project manager, junior engineer, site supervisor and wage labors & masons to ensure the office operations runs smoothly & effectively.

Roles & responsibilities as an Office Administrator:

· Ensuring all equipments and stationery availability & ordering upon shortage project documentation, procurement, and communication with clients and vendors.

· Coordinating with project manager and site supervisors to ensure that projects are completed on time and within budget.

· Managing Labors & their wages

· Managing financial records and budgets related to office and construction projects.

· Handling customer inquiries and complaints related to construction projects.

· Planning and organizing company events related to construction projects.
2.Experince:

· Company: Telebu Communications LLP (From 9th Nov 2021 to 28th Mar 2022)

· Employee Number: 80346

· Designation: Executive-Finance

Job summary

Responsible for bank confirmations, sales accounting and monitoring of outstanding, day to day Accounting and recording of transactions in Tally and maintaining related MIS reports

Roles & responsibilities:

· Daily Accounting

· Checking and responding to collections in a timely manner

· Preparation of monthly reports on invoices

· Preparation of Cheques for payments

· Timely release of statutory payments

· Maintaining accounts payable
· Circulation of regular daily, weekly and monthly reports on collections, outstanding etc.
Educational Qualifications:

· MBA Finance 2017 passout with 69% from Osmania University
· Bcom(Computers) 2015 Passout with 81% from Kakatiya University
· Intermediate(CEC) 2012 passout with 84.8% from A.P Inter board
· SSC 2010 Passout with 79% from AP Secondary education
Technical skills:

· Tally ERP 9
· Microsoft word,Excel & Powerpoint
· Google sheets
· Zoho Invoicing
· Email Writing
· Quick learner for any internal Accouting Software
Non Technical skills:

· Excellent communication
· Team work
· Quick learner
· Action orinted
· Adaptability to changing environment and emerging trends
· Time management
· Analytical and problem solving skills
· Leadership qualities
Certificate Courses:

· Tally ERP9: From Apnacourse.com having certificate number: 65488-191-6611
· Microsoft Excel: From Master of Project Academy having certificate number: cert_f753g74t
· GST(Goods and service tax): From Lingaya’sLalita Devi Institute of management & sciences. Having certificate number: 9992-159-976-4688
· Ad making Event Competition: Certificate from College management
Personal Details:

Gender: Male | Date of birth: 1 st July 1995 |Marital status: Unmarried |Nationality-Religion: Indian-

Muslim 
