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Objective
Being a committed team player, want to be a part of a renowned organization, to contribute towards the growth of the organization, based on my expertise and to further my personal capabilities by learning from the new exposure within the structured framework of the organization.
Expertise Summary
· To be an asset to the organization I serve.
· Expertise in Administration.
· A quick learner with ‘Can do’ attitude
Key Skills and Management
· Professional management skills
· Meeting objectives
· Identifying problems

· Promoting solutions
· Managing change

· Motivating and developing staff
· Well-developed and effective communication skills.
· Excellent Team-Building Skills
Academic Qualification
	SN
	Course
	School/College
	Status/Percentage

	1
	M.COM(Finance)
	         MG University, Kottayam,India
	Waiting for Result

	2
	B.COM(Finance)
	         Calicut University.Malappuram, India
	Passed 

	3
	PLUS TWO(Commerce)
	         Higher Secondary Board Kerala,India
	Passed 

	4
	SSLC
	         Board of Public Examination Kerala,India
	Passed 


Work Experience
Designation
: Financial Associate in Accounts Receivable 
Duration
: 1 Year 8 months  (25th February 2013-16th October2013)
Nature of work
·       Creating invoices to the customers as per the request provided by the business unit.
·       Responding to mails of customers in the case they want any clarification on the invoices         .       processed
·      Reconciliation of the invoices processed as a part of internal control.
· Mainframe Report Downloading.
· Invoice processing in to SAP .

· Indexing & accounting of Expenses to appropriate heads. 

· Preparation of Reconciliation statements.

· Handling mails to answer vendor queries.

· Extracting weekly reports & daily reports for management.

· Recovery of the excess payments made to the Vendors.

· Checking and verifying duplicate or erroneous payment made if any.

· Preparation daily, weekly and monthly reports to the management.
organization
: Sassa Industial supply, Bangalore  India. Designation
: Assistant Accountant

Duration
: 1 Year  (1st February 2012- 1th January 2013)
Nature of work
· Journalizing all the transaction By using Tally software

· Posting all the transaction into ledger account

· Prepare trading and profit and loss account

· Prepare purchase order and sales order

· Handling mails to answer vendor queries

· Preparation of Bank Reconciliation statements

· Preparation Of Balance sheet

· Submit all the details to chartered accountant 
Computer Proficiency

MS Office – ( Word, Excel, Power Point, outlook), Internet
                                                 ,  E-mail operations.
TALLY 9 ERP, PEACHTREE, SAP
Strength

Better interactive skill
Analytical and logical skill
Well disciplined and negotiates with clients well
Demonstrated ability to resolve complicated issues as they arise
Personal Vitae
           Date of Birth                    
: 11th April 1989
           Sex                                     
: Male
          Nationality                        
: Indian
         Marital Status                   
: Single
         Language known              
: English, Hindi, Malayalam, 
         Hobbies                            
: Listening Music, Traveling , Playing Foot Ball & Driving
Declaration
                           I am also confident of giving my best of abilities to the organization and its team.
    I hereby confirm that the above details furnished are true to my knowledge.


