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CARRIER OBJECTIVE
· Objective: Work with the best of my knowledge and abilities for the fulfillment of the job entrusted in time. Special interest to take challenging and responsible works, known or unknown, with high level of confidence and fulfill the matter at the entire satisfaction of Management. 
· To prove my competency in the work field.

· To work using latest & cutting edge technologies.


Area of Interest : Life Insurance Underwriting, Insurance and related matters, Banking including Bank facilities and related matters, Finalization of Accounts, Taxation and related works; Pay Roll and related matters, Stores, Costing, Company Law and related matters, Export-Import and related matters, Business Plan and related matters, Cash Flow, General Administration, Legal and other 
related matters including self correspondence. 

PROFESSIONAL EXPERIENCE: -
1. SBI LIFE INSURANCE CO.
· From Year 2008 to till Date
Insurance Underwriter –Operation in charge

PROFILE: -
Results oriented and self drove Assistant Manager with over Six years of professional Banking and Insurance experience. My natural ability to build relationships with key personnel as well as my executive presence makes me a key resource for presenting proposals for new engagements and being actively involved 
in winning new business. Proven success in reducing hours spent on engagements and thus increasing firm profits and productivity. Actively involved in mentoring and training staff members to ensure their personal development is addressed. Proficient in the use of both audit and accounting software as well as Microsoft office suites makes me easily adoptable to any organization.

· Managed office operations for the company with a staff of 10 employees.

· Screened and directed all incoming calls.

· Maintained customer, freelance labor, and vendor database files.

· Processed client contracts, billing, and collections.

· Coordinated travel arrangements for staff working out of town events.

· Assisted Event Managers with special projects.

· Ensured consistent client service.
· Responsible for analyzing risk of insurance applications for life insurance policies.

· Extensive account maintenance on processed applications, with emphasis on follow-up 

· Have advanced knowledge of insurance accounting.
· Ability to manage several projects and duties simultaneously.

· Advanced knowledge of PC applications.
· Cross trained in claims handling procedures.
· Handle escalated customer service calls for sales representatives, management, marketing representatives and customer service representatives.
· Provide guidance and information to patients on issues affecting their health insurance, disability and entitlement for social, government and other programs.
· Responsible for weekly, bi-weekly and monthly operations reporting which includes, patient trends, revenue and treatment, goal evaluation, executive divisional summary and other reports as assigned or needed.
· Support facility staff through managing critical geographical areas due to patient and or staff dissatisfaction, facility competition, closings and or payer problems– this includes surveying patients and facility staff, gathering data on clinic operations and analyzing and reporting trends.
· Assist Superior Officer in budget reconciliation and other forecasting and planning activities.
· Supervise, manage and train 10 employees.

· Prepare confidential material for personnel-related meetings.

· Assist the Superior officer with collections, deposits, accounts receivable, accounts payable, and payroll.

· Created Sales Orders, Invoices, and worked overtime to help the Superior Officer with Back orders
2. Worked with Chartered Accountants
· From Year 2006 to 2008

· As Accounts Manager

Experience : More than Two years experience with Chartered Accountants, Manufacturing & Manufacturer / Exporter Companies in Accounts, Taxation, Pay Roll, Stores, Costing, TDS, Service Tax, Professional Tax, Provident Fund, ESIC, DGFT, VAT, Company Law, Export-Import, Banking including Bank facilities, Insurance, ECGC, LC, Foreign Exchange, Business Plan, CMA, Cash Flow, General Administration, Legal and other related matters including self correspondence.


KNOWLEDGE OF WORKS –


Manual Accounting : Writing Books of Accounts, preparation of Bank reconciliation, Trial Balance, P & L a/c, B/S etc. Also experience in Sales, Purchases, Pay-Roll, Stores, Costing, Taxation and related matters.


Computerized Accounting (Companies as well as Trusts) : Setting up, modification and operational skill of various accounting software and preparation 
Statements of Accounts.

Registration of New Companies: Verification of availability of names, Preparation and registration of Memorandum & Articles of Association, issuing Shares and related works thereof. 


Income Tax/Wealth Tax (Individuals, Companies & Trusts) / Fringe Benefit Tax: 

Obtaining PAN, Calculation of Advance / Self Assessment Tax / FBT etc and on line transaction of statutory payments. Computation of income, preparation of income Tax & Wealth Tax returns, on line filing of Income Tax returns, completion of assessment works by providing necessary details and attending the concerned ITO. 


Audit & Tax Audit Reports: Interaction with Internal / Statutory Auditors regarding audit and other matters; preparation of Balance Sheet, Profit & Loss Accounts; preparation of 3CA / 3CD forms for Tax Audit purpose. 


TDS (of all types): TAN application, Calculation, deduction, preparation and payment of monthly TDS as well as Quarterly/Annual returns of various types of TDS on line; Issue of Quarterly Certificates (Form No. 16A); completion of assessment procedures. 

Profession Tax: Application for enrolment and Entitlement Certificates; Calculation, deduction and preparation of monthly challans; Completion of assessment procedures.


ROC: Company Registration, obtaining DIN & its Registration, Digital Signature, and various other returns in respect of increase of share capital, addition of directors etc. etc. Preparation and submission of Annual Return (20B); Balance Sheet (23AC) & Profit and Loss A\c (23ACA) on line.
Sales Tax/ VAT (at present) : Application of VAT Number, Calculation, reparation and remittance of payments as well as returns(Quarterly/Half yearly) with set off thereof and return for Refund; Completion of assessment by providing necessary documents; preparation of VAT Audit report and its submission on line.

Provident Fund/Pension Fund: Calculation, deduction and preparation of monthly challans / returns as well as annual return and also formalities regarding withdrawals.

Service Tax: Application of Service Tax Number; Calculation, preparation and payment of challans & half yearly returns etc. manually/on line. 


Excise: General understanding of Excise procedures, Cenvat etc. and itsaccounting thereof.

Export & Import Procedures: All Works pertaining to Exports and Imports and connected documentation.

Other Works : Cash handling, Banking, General Administrative and office works, self correspondence with customers as well as Government Departments etc., Import LC opening procedures, foreign Exchange as well as forward booking procedures, foreign exchange remittances towards commission and other types of payments; IEC, DGFT and all related works therein; timely submission of statements to Bank against utilization of bank facilities.

Knowledge of Programming: Small to medium sized programs required in an office as well as rectification and modification of existing software (including Accounting).


Portfolio Management : Buying & Selling of shares and other investments like MFs etc. with capital gain calculation and other related matters regarding adjustment of Gains and carry forwarded loss etc. 


ACHIEVEMENTS: 
Our MPC SBI Team has been selected for Best TAT performer for FY 2013-14 & 2012 -2013.

Received 5 Star Performance rating for our Branch always in PC score card in month on month.
 SBI life promoted me as Assistant Manager in recently.

Insurance certification - Successfully Completed Licentiate exams in III {Insurnace Institute of India } and enrolled for Associate level exams.

Assessment of Sales Tax / PT / Income Tax returns by coordinating with the concerned officers for the last 2 years with minimum visits.

Integration of accounting and other related works using computer and thereby saving enormous work hours and manpower.


100% accuracy in accounting entries, finalization, taxation and ROC related works for two consecutive years, as there was not even a single mistake of those fields pointed out during Internal & Statutory auditing of accounts by Auditors.

Salary Drawn : Rs. 25,000\= per month plus other benefits like PF, Bonus, Gratuity, Medical for self and family, LTA, Telephone Expenses etc.

Salary Expected: As per rules and regulations; but at any cost not less than the present Salary drawn.
ACADEMIC QUALIFICATION
	Examination
	Institute
	Board/University
	Year of Passing
	Grade

	SSLC
	G V H S School Karadka
	K S E Board
	2001
	49%

	Pre - University
	G V H S
Mulleria
	PU Board
	2003
	61%

	B.Com
	Vivekananda College, Kasaragod
	Calicut  University
	2006
	64%

	M.com
	MK University
	MK University
	2012
	58%

	D C F A
	CDIT, Kasaragod
	K S E Board
	2006
	68%


COMPUTER KNOWLEDGE
Operating System:  Windows 

Software Package:  MS Office 
Programming Packages: C, C++

     Diploma in Computerized Financial Accounting     
     Tally 7.2
PERSONAL PROFILE
Nationality               :  Indian
Date of Birth

 :  28.01.1986

Gender

 :  Male


Marital Status
 :  Single
Visa Status              : on Visit Visa

Languages Known
 : English, Hindi, Malayalam, and Kannada
          Interest                    : Chess, Cricket, Reading, listening music.

DECLARATION   


I declare that the information given above is true to the best of my knowledge.
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