                                           Assistant Accountant & Cashier

 Personal Detail
Satnam 
satnam.141478@2freemail.com 

WORK HISTORY

Tally Accountant
Jul 2010 - Present

    Double Prime Fresh Mini Mart
    Brickfield , Kuala Lumpur, Selangor, Malaysia


Ensures proper handling of cash and all transaction tie with the cash
balances at the end of the day Ensures that all disbursement made through
petty cash must be approved by the GM/HOD before payment is effected Pays
out petty cash on weekly basis Maintains proper record of control for
floats and their reimbursement Records any cash discrepancies that may
arise and seeks to reconcile the difference Handles collection from
various machines on daily/weekly basis Prepares vending machine sales
reports and ensures that the sales tally with the stock Assists in daily
sales audit

Trainer
Jan 2008 - May 2010

    SSI Accounting Software & Computer Training Academy
    Batala, Punjab, India

Basic accounts, tally 7.2, tally 9.0, Busy 3.5 & Ms office



Account Clerk

May 2005 - Jul 2007

    Dhandal Iron Distributor  Company
    Qadian, Punjab, India

Assists accountant in basic accounting task  Preparation of reports &
compilation of data  To ensure proper inventory records are maintained
All work in Tally 7.2 & Ms Office  Submits inventory reports on time for
month end closing  Responsible for stock-check in warehouse (once a
month)


EDUCATION
Punjab Edu. Board Mohali Punjab (India)

    Apr 2000 - May 2005

    Higher Sen. Sec. School , after 1 years Computer Course, 1 Year
Accountancy course

    Punjab, India


SKILLS
      Tally, Basic account, Ms office ,S Myob, busy

