[image: image1.jpg]




[image: image2.jpg]


Curriculum Vitae
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OBJECTIVE
Seeking a challenging position where my educational and practical experience in the field of Accounting, assists in the Organisation’s growth and contribute for the achievement of goals with better meant of my career prospect.
STRENGTH
Reliable, patient and result oriented with a clear vision proactive with good analytical problem solving skill, Secretarial and Documentation Skill, Strong written and presentation skill, Proficiency in the usage of Computer software. Time management, Ability to work under pressure and meet with the deadlines with ease and efficiency, Hardworking and Sincere in my job
ACCADEMIC QUALIFICATIONS
	YEAR
	DEGREE

	INSTITUTION/ UNIVERSITY
	%

	2012
	MASTER OF BUSINESS ADMINISTRATION (finance& mkting)(MBA)
	BANGALORE UNIVERSITY( Studied in Advanced Mgt,College)
	62.5%

	2009
	BACHELOR OF BUSINESS MGT. (finance)(BBM)
	BANGLORE UNIVERSITY (Studied in Oxford College of Business Mgt,)
	58%

	2006
	PUC
	KERALA HIGHER SECONDARY BOARD
	74%

	2004
	METRIC
	KERALA STATE BOARD
	64%


CERTIFICATE COURSES
SAP FICO (SAP Tech, Bangalore) - Functions in SAP FI can primarily be divided into General Ledger Accounting (G/L), Accounts Receivable and Accounts Payable(AR/AP) processing, and Fixed Asset Accounting(AA). We will pick up details of SAP FI module in another blog post.SAP Controlling module helps provide operational information to the management of a company to support business analysis and decision-making. 
· Strong knowledge in Tally ERP 9

· Advanced knowledge in Microsoft Excel

· Statistical Functions 

· Logical Functions

· Database Functions

· Lookup Functions

· Analysis and reporting

· Basics knowledge in Microsoft Word and Powerpoint.
PROFESSIONAL HISTORY

2013 -- 2014
: 
ACCENTURE INDIA PVT. LTD., BANGALORE
DESIGNATION
:
PROCESS ASSOCIATE
2009 – 2010
:
K.P. SUDHAKARAN & CO. (Auditors & Practitioners)
                                                                           BANGALORE

DESIGNATION
:
TAX ANALYST
RESPONSIBILITIES HANDLING
· Prepare Journal Entries from day to day transactions 

· Preparation of Trial Balance and Profit and Loss Account

· Assisting for the Finalisation of Balance Sheet

· Monthly preparation of Accruals to get the actual cost

· Approval of Invoices from the management and prepare the payment voucher and cheque for the payment process.

· Monthly Calculation and preparation of employee’s salary and settlements.

· Arrangement of cash deposit and withdrawal from the Bank

· Maintain several Bank accounts and make sure of the sufficient balance to clear the supplier payments.

· Maintains whole activities of Accounts Receivables and Accounts Payables
· Maintain General Ledger Operations 

· Interact with internal and external auditors in completing audits

· Analyse Revenue and Expenditure trends and ensure expenditure control

· Review Expense report  

· Used the leading accounting software “TALLY” extensively for my work

· Reconciliation of Bank Accounts

· Reconciliation of various General Ledgers

· Update the inventory in system with the help of Ware House In charge 
· Establish, maintain and coordinate the implementation of accounting and accounting control procedures

· Monitor and review accounting and related system reports for accuracy and completeness

· Prepare Quotations, Purchase Orders and other office documents
· Updates the Sales in Charge with Statement of account of customers for the follow up of payments

· Inputting the Correspondence, Submittals and Documents in the log and maintains proper filing system
· Keeping record of purchase and sales details and filing monthly financial statements to the Sales Tax Office

· Keeping track of the cash and prepare petty cash for the approval of management

· Ensure AR to GL posting completed in specified time
· Auditing of Frequency card of employees and confirming
· Preparing daily workloads for staff & coordinating the daily allocation of work.

· Motivating the team to achieve high standards and SLA targets.

· Handling all client escalation and acting as the face of the business.

· Dealing with and resolving problems and issues which arise.

· Mentoring and training up junior and new staff.

· Monitoring & reporting on standards & performance targets.

· Arranging & chairing weekly team meetings, focusing on targets & achievements.

· Implementing new initiatives.

· Praise team members and creates a positive working environment.

· Ensuring all administrative and IT records are entered and updated correctly.

· Maintaining and reporting white board
LANGUAGE

English 
: 
Good in Skills

Hindi
:
Good in Skills

Tamil 
:
Good in Skills

Malayalam
:
Mother Tongue

EXPERIENCE AND ACTIVITIES

· Project report on financial performance of HDFC Standard Life Company Limited at Bangalore as part of my MBA programme.

·  Internship training from Namaste Export Ltd as a part of my MBA programme for   45 days

· Participated national level Management.

· Participated Seminar on Hightailing of Retailing in India held in our college.

· Participated in National Workshop on issues & challenges in multi level marketing conducted by the department of commerce.
· Participated PRAYUKTHI 2012 Inter-Collegiate Management Fest

DECLARATION
I hereby declare that above given statements are true to the best of my knowledge and belief.
YOUR’S TRULY,

















DATE: 25/07/2014
PLACE: DUBAI



The main duties of the post involved, Preparation of Periodic financial Statements, Maintains Accounts Receivables and Accounts Payables, Review and Process Expense Report, Monitoring Cash in Hand, Payroll Preparation and Salary distribution. 








Prepare Journal Entries from day to day transactions, General Ledger Operations and Prepare Trial Balance. Bank Reconciliation,  Issuance of Cheque and  handling several Bank accounts, Reconciliation of ledger accounts and resolve discrepancies, Preparation of Quotations and maintain proper filing Systems.

















An Accounts & Finance Professional with Two


 Years of working experience 














Aspiring for Assignments in Finance & Accounts area















