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	OBJECTIVE


To seek a challenging position in an upcoming and reputed organization, which will cater to the active utilization of my acquired skills, abilities and knowledge, there by working towards betterment of the organization and my growth as an individual.
EXPERIENCE
1: KERALA STATE ELECTRICITY BOARD
2011 TO 2013
Account Assistant for 3year
2: MUTHOOT FINANCE LTD

DELHI, INDIA


2010 TO 2011

As an assistant accountant for one year

· Performed monthly bank reconciliation

· Prepared Client Statement of Accounts, and follow up on outstanding dues

· Processed invoices for professional and consultants’ fees, utilities (telephone, water and electric), rentals, office supplies, petty cash replenishments, etc.

· Prepared summary of monthly income and expenses, general ledger reconciliation
· Preparation of weekly and monthly reports of sales and purchase
· Liaised with Tax officers re tax issues 
3: ALUMINIUM & ALIED PVT LTD

THIRUVALA, KERALA, INDIA

2007 TO 2009 

As an assistant accountant 3 year 

· Arranged and filed necessary tax forms 
· Performed book keeping functions and maintained books of accounts

· Prepared, scrutinized, and maintained computerized bills payables and receivables

· Prepared payment vouchers for approval by Managing Partner
ACADEMIA

· Master of Commerce (M Com) 2008

Mahatma Gandhi University Kottayam

· Bachelor in Commerce (B Com) 2005
Mahatma Gandhi University Kottayam

· Pree Degree course(PDC) 2001
Mahatma Gandhi University Kottayam

· S.S.L.C 1999

COMPUTER KNOWLEDGE

· M.S Office

· Tally

PERSONEL DETAILS

GENDER

:
Female

DATE OF BIRTH
:
04/04/1984
NATIONALITY
:
Indian

RELIGION

:
Christian
MARITAL STATUS
:
Married
LANGUAGE SKILLS
:
Malayalam, English, Hindi

