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	OBJECTIVE
	

	
	Seeking an excellent career in Accounts and Inventory Management, Office Administration and EDP.

	PROFESSIONAL SUMMARY

	
	Accountant with Eight years experience in financial accounting. Skilled in analyzing data, performing audits. Solid background in and knowledge of financial accounting systems, Office administration and EDP. 

	EDUCATION
	

	
	1991 to 1993 University of Calicut.                                                Kerala B.Com 

	ADDITIONAL QUALIFICATION

	
	1994 to 1996 First Computers                                                         Kannur 
Post Graduate Diploma in Computer Applications

	ACCOUNTING EXPERIENCE

	· Worked in Surya Drugs, Tellichery as Accountant  for 3 Years

· Responsible for all basic accounting functions. Coordinating distribution of invoices and classified transactions.

· Reviewing current and fixed assets, liabilities, charges, revenue and expenses.

· Reconciliation of various expenditure reports to source documents.

· Reviewing procurement documents and invoices for accuracy.

· Preparing routine entries and posting financial transactions.

· Reconciliation of entries and internal ledgers to financial system reports.

· Preparation of financial statements.

	· Worked in SNS Marketing, Tellichery as Accountant for 3 Years

· Assisted in development of computer programs for maintaining inventory

· Maintaining accounts payable and receivable records and preparation of aging reports.

· Establishing collection plans and monitoring collection activity.

· Preparing monthly financial statements and reports.

· Issuing invoices, purchase orders and quotations.

· Performing Bank reconciliations and general ledger entries.

· Working in Tely Combines, Tellichery as Accountant for 2 Years.

· Invoice Management - Accounts Payable / Receivable - Customer Service

· Month-End-Closings - General Ledger / Trial Balance 

· Reconciliation - Account Management - Computerized Systems Operations

· Billing & Collections

· Managing detail aging, commission, manual/computerized cash batch, and sales journal; executing and delegating data entry and order processing functions.

	COMPUTER PROFICIENCY

	
	Windows 9x, Windows NT, Windows XP

Operating system

· Worked under these Microsoft operating systems as this being the environment of different Office and Accounting and Inventory Management packages of my knowledge.

Tally, Dac Easy and Custom Made Software Packages

Accounting Packages

· Utilized these Software Packages as these being the best for Accounting and Inventory Management.

MS Office, Outlook Express, Microsoft Outlook

Office Administration Software

· Knowledge in MS Office, thorough knowledge in Excel and Word as these are extremely used for Office Administration, documentation & correspondence. Extensively used MS Excel for data analysis, reports & charts.

Windows NT, Novell Net Work

Network Administration 

· Got great deal of experience in Net Work Administration using Windows NT as it is one of the best Networking System used. Good working knowledge in Peer to Peer to networks and files and directory sharing.

Borland Delphi

Rapid Application Developing Tool

· Good working knowledge and programming skills in the above RAD Tool. Programmed custom-made software for in house use as a part of EDP.

Paradox, MS-Access, Interbase

Data Base

· Good knowledge in Paradox and MS Access. Got great deal of experience in Data Base Structure Designing and Management for EDP and using as backend for custom made software Packages for Data Manipulation and Analysis


	PROFESSIONAL EXPERIENCE

	
	· Worked in Micro Computers, Kannur as Faculty for 1 Year

· Worked in Deltasoft Software Solutions, Kannur as Junior Programmer for 1 Year.

	ADDITIONAL PROFESSIONAL ACTIVITIES

	
	· Developing Accounting and Inventory Software.

· Network and Hardware Trouble shooting.

	EXTRA CURRICULAR ACTIVITIES 

	
	· Was a member of Football Team 1994-1995

	INTEREST AND ACTIVITIES

	
	Listening Light Music and Gazals, Working with computer and Mobile Phone Software, Net Browsing, Chatting, Reading, Travel.

	LANGUAGE
	

	
	Malayalam, English, Hindi

	

	PERSONAL DETAILS

	
	Date of Birth                 29th May 1973
Marital Status               Married

Sex                               Male

Nationality                   Indian.

	
	

	
	


I here by declare that all the facts shown above are true and correct to the best of my knowledge.

