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CURRICULUM VITAE

Career Objective


To be associated with progressive organization that offers professional growth, recognizes talent, provides opportunities for learning and to be a part of a team with latest trends.

Employment History

Organization
:      

                               (Rice, Pulses & Food Products)

Designation
:      Assistant Accountant cum Documentation Assistant 

Duration
:      June 2004 – July 2006.

Job Responsibilities:


Preparation of Invoices and Purchase Order.

Monitoring Purchase, Sales, Payables and Receivables.

Preparation of Vouchers & Feeding on the Customized Accounting Software.


Preparation of Bank Reconciliation Statements.

Preparation of Cash flow and Fund flow Statements

General Ledger Maintenance. 

Processing of letter of Credit and Liaising with bank

Customer & Supplier’s Statement of Accounts Reconciliation.


Periodical Analysis of Customer & Supplier’s aging Summary.

Preparation of Goods Delivery Note, Debit Note and the Credit Note.

Preparation of Commercial Invoice and Packing List.

Maintaining the Stocks.

Periodical Analysis of Stock aging Summary.


Handling the Petty Cash.

Preparation of Financial Reports.

Preparation of Cheque.

Cheque and Cash Deposit the Bank

Preparation of Purchase and Sales Report

Preparation of Daily Summary Report.

Preparation of Various Reports required by Management.
Educational Qualification


Post Graduate Diploma in Business Administration (PGDBA) from Pondicherry University, Pondicherry, India.

Master of Commerce (M.com.) from Madras University, Chennai, India

           (Course Completed)


Bachelor of Bank Management (BBM) from Madras University, Chennai, India.
Technical Qualification


Tally 6.3

FOXPRO

Adobe Photoshop & CorelDraw 

Diploma in Ms-Office

Windows and DOS

Internet and Web tools


Type writing
Strengths


Good Interpersonal Skills.

Strong in leadership & human relations.

Dedicated to maintaining high quality standards. 

Worked efficiently with diverse groups of people

Good communication in English.
Personal Data

           Date of Birth



:

29th Nov 1980


Sex




:

Male


Marital Status


:

Married


Nationality



:

Indian


Languages Known


:

English, Hindi, Tamil, Malayalam 


Visa Status



:

Visit 

