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Career  Objective

     Seeking a Position to utilize my skill and abilities in the industry while being resourceful, innovative  and  Flexible.
     Personal Strengths

· Possess a good Personality

· Possess communication and interpersonal skills

· Quick learner and result oriented

· Hard working, Energetic and Sincere

· Willing to learn and well organized

Educational Qualification

·  B.COM – Bharathidasan University
Technical Qualification

·      Tally ees 6.3 (Certified)

·      Accounting plus (A plus)

·      Auto count accounting
·      Basic Computer Knowledge

·      MS-Office

·      Adobe Photoshop CS3
·      Information Technology (Data Transfer) 
Prior Experience

Work Experience W.P. Labuan Malaysia: 

Company               :      Store (M) W.P.Labuan
 Designation          :      Accountant

 
 Period                   : 
    2007 Feb to 2013 Dec            
Job Responsibility: 
· Preparing Bills and Receipts

· Preparing GRN Quantity and Costing 

· Managed accounts payable, accounts receivable, and payroll departments

· Worked as cashier handling one hundred thousand of cash

· Bank reconciliation , group company, A/R & AP reconciliations

· Attended the supplier

· Monthly preparing Payrolls 

· Bank work (Submit the salary letters to bank ,cheque and cash deposit, cash withdrawal)
· Employee Loans & advance are monitored by myself & also making necessary deduction for the same in each month as per Company HR Policy.

· Receive and verify invoices and requisitions for goods and services.
· Manage the weekly cheque run.
· Maintaining drivers schedules

· Maintain staff personal files / Leave files / checking office telephone bills
· Maintain office cleaners and Maintain office equipments 
· Responsible for handling petty cash, office stationary  and travel ticket arrangement.
Work Experience Mayiladuthurai India: 
 Company                :          LKS JEWELLERY, Mayiladuthurai
 Designation            :          Sales cum Accountant

 
 Period                     :            2006 Jan to 2007 Jan
Job Responsibility: 
· Enter and passing Tally transactions

· Reconciliation of account receivables and payables

· Prepare statement of accounts debtors & creditors

· Handling day-to-day banking transactions & reconciliation of bank SOA

· Online access for Statements, Bank confirmation for Audits,

· Authorized for collection of cheque return & cheque book request

· Received and recorded invoices and arranged payments based agreed payment terms

· Verify bank deposits and transfer payments

· Prepare and recorded invoices 

· Preparing monthly Expenses statements

· Attending reception phone calls / replying emails

· Maintaining drivers schedules

· Maintain staff personal files / Leave files / checking office telephone bills

· Maintain office cleaners and Maintain office equipments 

· Responsible for handling petty cash, office stationary  and travel ticket arrangement.

Work Experience Chennai India: 

Company                :      FOOD CITY  “U”, Chennai

     Designation            :     Accountant

 
 Period                    : 
     2004 Jan to 2005 Dec
Job Responsibility:

· Received and recorded invoices and arranged payments.
· Preparing  inventory vouchers 
· Prepared purchase and sales orders etc
· Handling all sales receipts & updating records
· Handling all supplier payments & updating records

· Prepare reports required by the management
· Preparation of monthly sales report, purchase report & other necessary
· Petty cash management 
· Assist in preparing regular reports and summaries of accounting activities

· Checking the bank statement and verification
· Verify summary statements of customers/ agents
· Maintained daybook, sales, purchase & stock registers; posted ledgers 

· Checking all incoming Emails and take action on the inquiries.
Work Experience Karaikal India: 

Company                :      LATIFF&SONS Tiles & Sanitary wares, Karaikal

     Designation           :      Sales cum Accountant

 
 Period                    : 
     2002 Jan to 2003 Dec
Job Responsibility:

· Received and recorded invoices and arranged payments.
· Preparing  inventory vouchers 
· Prepared purchase and sales orders etc
· Handling all sales receipts & updating records
· Handling all supplier payments & updating records

· Prepare reports required by the management
· Preparation of monthly sales report, purchase report & other necessary
· Petty cash management 
· Assist in preparing regular reports and summaries of accounting activities

· Checking the bank statement and verification
· Verify summary statements of customers/ agents
· Maintained daybook, sales, purchase & stock registers; posted ledgers 

· Checking all incoming Emails and take action on the inquiries.
Personal Details

Languages Known


:
English, Tamil And Malay
Sex




:
Male

Date of Birth



:
April 15th   1980
Maritial Status 



: 
Married
Nationality



            :
Indian
Visa status              

     
:   
Visit  

Declaration:

                     I hereby declare that the information given above about me is true and correct to the best of my knowledge and correct to the best of my knowledge and belief.   

