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Career Objective
Seeking an opportunity to share the knowledge as Accounts& Audit Assistant with a global business by adding value to the organization’s set goals and objectives by utilizing my professional knowledge and expertise where my skills can be further developed and used effectively.

Attributes                                                  
· Proactive team player with a can-do attitude

· Enjoy Challenging roles 

· Inspirational Leader
· Self-starter

· Attention to detail

Skills
· TALLY
· Proficient in Microsoft Word, Microsoft Excel, Microsoft PowerPoint, Microsoft Access.

· Operating Systems: Microsoft Windows95/98/2000/Xp/Vista/7

· Well versed with browsing Internet and handling email correspondence

 Career History
  Organisation: IAT Professional Campus, Kollam, Kerala
Designation: Junior Accounts Officer
Period: September 2011 – June 2014
Responsibilities:

· Supervise & coordinate the Accounts division; ensure that all accounts responsibilities are handled efficiently and effectively.

· Ensure accuracy of information contained in financial reports & their compliance with statutory requirements.

· Manage the day to day financial transactions of the organisation.

· Maintain book of accounts in a computerized environment.

· Supervise the whole range of Accounts Payable & Receivable.

· Prepare day to day bank transactions & day to day cash transactions reports.

· Responsible for daily funds position, receivables position & reporting to Finance Manager

    Organisation: St.Marys Cashew Export Pvt. Ltd., Kollam, Kerala

Designation: Accounts Assistant
Period: March 2010 – August 2011
Responsibilities:
· Compile and analyze financial information to prepare financial statements including monthly and annual accounts
· Ensure all financial reporting deadlines are met
· Prepare financial management reports 
· Ensure accurate and timely monthly, quarterly and year end close
· Establish and monitor the implementation and maintenance of accounting control procedures
· Resolve accounting discrepancies and irregularities
· Continuous management and support of budget and forecast activities
· Monitor and support taxation issues
· Develop and maintain financial data bases
· Financial audit preparation and coordinate the audit process
· Ensure accurate and appropriate recording and analysis of revenues and expenses
· Analyze and advise on business operations including revenue and expenditure trends, financial commitments and future revenues
· Make a schedule for sales plans 
· Manage the Customers and maintaining customers with good relationship..
· Prepares bank deposits and physically makes the deposits.
· Reporting to the Senior Manager.
Qualifications

· ICWAI (Intermediate) from Institute of Cost Accountants of India 
· Master of Commerce from Madurai Kamaraj University in 2012.

· Bachelor of Commerce from Kerala University in 2010.

Interests 

Playing Cricket, Cooking

