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To be part of an integral organization by utilizing my best capabilities, experience to the optimum level and knowledge to achieve organizational goals and provide ample scope for learning and career growth. To secure a stable and challenging position with a pro-active company and prove to be an asset by contributing to the continue success of the company.

· More than 2 years of experience in Accounts and Sales sectors.
· Excellent oral & written communication skills & sound computer know-how.

· Fluency and strong communication capabilities in English, Hindi, Malayalam, Kannada

· Building a rapport with customers which encourages trust and confidence

· Interacting with clients on a personal level providing exemplary customer service.
· Flexible schedule and able to work under pressure.

· Can easily adapt to any working environment, highly flexible, fast leaner and eagerness to learn more ; Time Management

· Accountable for personal and organizational excellence


· Diploma in Business Administration (D.B.A) – ICFAI University, Tripura – India, 2010
· Bachelor of Business Management (B.B.M) – Mangalore University – India, 2008
· Computer Diploma in E-Finance which includes accounting packages such as Tally, Peach-Tree, Daceasy, Financial management, MS Office Applications etc…


Company Name

:  Accounting Services - Mangalore, India
Designation

:  Assistant Accountant
Period


:  Feb 2010 to Oct 2010

Job Responsibilities
· MIS Reports (Daily Cash/Bank Statement, Monthly Fee Due Statements, Monthly Cash Flow/Fund Flow Statements)

· Journalizing all due entries, Liaison with Banks, Auditors, Debtors & Creditors.

· Daily Book-keeping and cash closing, Managing Monthly Fee Collection.

· Monthly Bank Reconciliation, Preparing various accounts reports.
· Preparing reports of Profitability, Cost Comparison, Target Achievement 

· Decision making for purchase orders and stocking of products.
· Preparation & Processing of Books of Accounts, Financial Statements and Various Tax Computations of Individuals, Partnership Firms & Companies.

· Income Tax, Sales Tax Audits, Concurrent & Statutory Audit of Banks.

Company Name

:  Tushar Electronics – Mangalore, India
Designation

:  Sales Executive
Period


:  Aug 2008 to Jan 2010
Job Responsibilities:
· Listening to customer requirements and presenting appropriately to make a sale
· Maintaining and developing relationships with existing customers in person, and via telephone calls and emails
· Acting as a contact between a company and its existing and potential markets
· Gathering market and customer information
· Advising on forthcoming product developments and discussing special promotions
· Checking quantities of goods on display and in stock

· Recording sales and order information and sending copies to the sales office

· Attending team meeting and sharing best practice with colleagues


Date of Birth
:
11 April, 1988
Nationality
:
Indian (City: Mangalore)

Languages known
:
English, Hindi, Malayalam, Kannada
Marital Status
:
Single
Visa Status
:
Visit Visa
I hereby confirm that the above mentioned information are true and correct to the best of my knowledge and belief.
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