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Career Objective
A challenging  career in a pleasant social environment  wherein my  inherent strengths and acquired skills can be utilized  to the fullest for developing healthy , attitudes, interests as well as value systems among pupils  and to contribute to the growth of the institution.

Key Attributes
With a total experience of 10  years since August 2004  I present a short brief of myself. Playing a role to maintain a healthy relationship between the Directors and the staff, resulting a 100 % pure work to satisfy the requirement o f the company.
Work Experience
Company which is engaged in the business of Construction,  garment manufacturer, exporter  and importer.
Institution
: Reliable Spaces Pvt. Ltd ( Mumbai )
Designation
: Senior Accountant

Duration
: February 2009 to till date

Job Responsibilities
· Accounting for payables and Receivables
· Posting journals to accounting system and extraction of reports

· Petty cash payments

· Bank reconciliations

· Intercompany recharges and reconciliations

· Explain billing invoices and accounting policies to staff, vendors and clients.

· Reconciliations of Debtors and Creditors

· Processing of payments and collection of receivables

· Records entries of purchases, sales, cash and bank on a day to day basis.
· Co  - ordinates with Division Heads and internal staff on various payable related matters to assist the preparation of books of accounts, profit and loss account and balance sheet.
· Maintain proper documentation for all transactions related to payables ( Pos, Invoices ) and receivables.
· Carrying out ledger scrutiny independently.

· Interact with internal and external auditors in completing audits
· Look after day to day bank balance and co-ordinate with bank officials to clear the day to day accounts, internal transfer etc.

· Preparation of Rental Invoices and recover the rentals from clients and tallied with accounts

PREVIOUS EXPERIENCE :
Worked in company which is engaged in Manufacturer of Ayurvedic Medicines.

Name of Organisation

: M/s. Sheetal Medi- Care Products Pvt. Ltd & Sheetal Group of     

 


                Companies ( Mumbai )
Designation


: Accountant

Duration


: December  2005  to January 2009

Job Responsibilities
· Making daily/ weekly EFT and cheque payment runs.
· Raising Purchase Orders, processing, coding and matching of supplier’s invoices to Po’s.

· Ensuring all required compliance is met & creditors are paid correctly and on time.

· Sales Order Processing, raising sales invoices
· Receiving and processing of all invoices, expense forms and requests for payment

· Accounting of cash, purchases, sales , bank and other expenses in Tally 

· Verifying calculations working with the Accounts system.

· Dealing with customer queries

· Supporting with the purchasing department  with administration

· Pay roll of staff

· Handling day to day banking transactions

· Prepare asset, liability, and capital account entries by compiling and analyzing account information.

· Export Import Documentation

· Keeping all appropriate documents correctly filed and up to date.

· Handling administrative and accounting tasks.

Worked as an Account Assistant at M/s. Micon Valves India Pvt. Ltd, Manufacturers of Valves.

Name of Organization


: M/s. Micon Valves India Pvt. Ltd (Mumbai )
Designation



: Account Assistant

Duration



: August 2004  to October 2005
Job Responsibilities
· Book Keeping

· Purchases, Sales, Expenses, Cash Book, Bank Book , Bank Reconciliation Statement, Accounting Journal Vouchers etc in manually and in Tally.

· Preparation of quotations, invoices and sales reports.

· Co- Ordinate with Debtors and Creditors

· To direct the collection person for collection

· Prepare Outstanding Lists of Debtors and Creditors
· Calculate the salary and Wages Registers

· To handle general work and supporting to administration Dept.
Educational Details
Master’s Degree
: Post Graduate Diploma in Finance Management

University

: Welingkar Institute of Management Mumbai

Year


: 2013

Degree


: Bachelor of Commerce

University

: University of Kerala

Year


: 1998
Additional Qualifications
· Tally ERP 9 ( Accounting Package ) & Quick Fa ( With Inventory )
· M.S Office ( Word, Excel ), Power Point,   Internet
· Typewriting ( English )

Personal Details
Date of Birth



: 29th May, 1977

Nationality



: Indian

Languages



: English, Malayalam and Hindi

Marital Status



: Married
Salary Expected



: As per company Standards

I declare that the above information is correct and true and necessary proof can be furnished if required.

