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CURRICULUM VITAE

Objective

To obtain a position as a junior accountant in a reputed firm and contribute to the growth of the firm through my work.
Experience Summery 

· Experienced Accounting professional with Post graduate degree in Commerce.
· Comprehensive knowledge of various accounting processes and activities 

· Have experience in extensive accounting tasks 

· Computer proficiency and experience with business software -MS-Word and Excel
· Experience with a computerized accounting system
· Excellent team player and problem solving skills with limited supervision.

Experience

Company : INDUS SPECIALITY OILS INDIA.            Period -  07/06/2010 to 31/05/2011

Report to  : Senior Accountant.                                         Designation: Accountant- Junior.

Job Description :

· Processes payments to agents and vendors ensuring prompt, accurate and efficient service is provided to vendors/agents.

·  Generates and distributes necessary reports.

·  Analyzes documents handled for accuracy, validity, and proper authorization.

·  Establishes and maintains vendor/customer files. 

· Performs monthly bank and account reconciliations. 

· Determines and applies proper accounting and internal control procedures to accounting transactions.

· Reviews invoices, historical data, source documents, etc. on a timely basis, and rectifies any problems found in coordination with the Senior Accountant.

· Coordinates and corresponds with other related offices and vendors/customers on day to day matters. 

· Assists in the monthly closing process.
·  Any other duties and responsibilities as may be assigned by management from time to time.
· Handled accounts payable and accounts receivable.
· Prepared sales invoices, refund and agency commission checks 
· Proofread and distributed various financial statements 

· Taken care of telephone inquiries and managed all written correspondence.

Professional Training 
· Successfully completed Training in Manual and computerized accounting from the institute of Professional Accounts (IPA) Palakkad, an ISO 9001-2000 certified Accounts / Training institute.

Project training 

· Done a project on the topic documentation and export performance at SEPR India Ltd. (Saint-Gobain)

· One month industrial training at Shahil exporters importers, Tirupur

Academic Details 

	COURSE
	INSTITUTION 
	BOARD / UNIVERSITY
	YEAR OF PASSING 

	M.Com
	S.N.G.C 

	Barathiyar University
	2010                

	B.Com
	Chinmaya Mission


	Calicut University
	2008


Software Skills

	Computer Knowledge
	Tally 9.0, VB 

	Operating system
	XP

	Application Programs
	MS Word, MS PowerPoint, MS Front page 


Languages Known

English, Hindi, Malayalam, Tamil , Arabic ( Reading).
Personal Details

Date of Birth




:
07th March 1987

Marital Status




:
Single

Nationality




:
Indian

Religion




:
Muslim

Visa Status




:
Visit visa

Passport




:            Valid Indian passport.

References                                                      :            Provide on Request.

