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Objective

Looking for a career in the field of Accounts, Finance and Administration To contribute my skills, talent and experience and collaborate with a team that enhances an organization success


Profile Highlights

· Hold a Degree in Bachelor of Commerce (B.Com) in reputed University in India.
· Highly proficient in using Tally, & MS Office applications.

· Proactive and result oriented with broad experience in all aspects of accounting and financial management.

· Proven ability to manage multiple tasks efficiently & accurately under pressure while meeting tight deadline schedules.

· Strong analytical skills coupled with an impressive commitment to excellence and an ability to drive efficiency and financial performance improvements. 

· Energetic and capable of working independently and a good deal of autonomy.

· Have excellent time management skills & can meet the deadlines without compromising on quality.

· Quick to grasp new ideas and concepts, and to develop innovative and creative solutions to almost all problems.

· High level of perseverance and Time Management.


Professional Experience:

· Accountant Cum Admin,   Memorial Trust,   New Delh, India, June-2007 to till date                                         
  Key Accomplishments:
· Preparation of Voucher like Cash Voucher, Bank Voucher, Journal Voucher.
· Booking entries in Tally accounting software.
· Performed bank reconciliations, prepared monthly reconciliation Statements.  

· Assisting in Audits by vouching the various financial records.
· First Audit to opening balance A/C and opening balance is last year Trail A/c closing balance and opening balance amount match compulsory last year Trail balance closing Amount

· Outstanding Amount See last year payment or not and current year outstanding amount is right or not. 

· Audit the daily cash balance.    
· Bank Reconciliation and Bank Charges.
· Audit the Cash Voucher to Cash Book.
· Purchase Invoice to Purchase Register
· Bank Transaction to Bank Book.
· Account Assistant/Cashier, M/s Allied Engineers PVT (LTD), Balasore (Odisha), India, Apr-2002 to Mar-2007                                                    

 Key Accomplishments:
· Preparation of Voucher like Cash Voucher, Bank Voucher, Sales Voucher, Debit Voucher, Credit Voucher, Journal Voucher, Goods receipts notes, Delivery challan etc.,
· Booking of sales, purchase, inventory transactions.

· Preparation of daily sales report, collection summary.

· Responsible for bank reconciliations, fund management. 
· Preparation of Reports like sundry debtors party wise ledger, creditors party wise ledger 
· Preparation of monthly accounts, Viz, Profit & Loss account, Balance Sheet.  

· Accountable for the petty cash expenses.

· Booking entries in Tally accounting software

· Preparation of payroll of monthly basis.

· Negotiate with supplier for the better payment terms and follow up with the customers for the due invoices.

· Preparing and sending monthly statement of account to various customers, reconciling them and obtain balance confirmations.

· Liaised with the Auditors for the Annual Audits. 

· Liaised with Banks for any Bank errors.

· Physical Audit of the closing stock. 


Educational Qualification

· Bachelor of Commerce, (B.Com), From Utkal University (1999)


Computer Skills

· Tally 9.0, ERP

· MS OFFICE

· Microsoft windows (98, 2k, XP) operating systems.

· MS office tools (Word, Excel, Power Point)




Personal Details

Date of Birth

: 11-09-1976
Nationality

: Indian

Visa Status

: Visit Visa

Language Known
: English, Hindi.



Passport Details

Place of Issue
     : Bhubaneswar
Personal Traits: Throughout my professional career in different organizations I shared an appreciable report with my superiors and had an excellent interpersonal relationship with colleagues and sub-ordinates. All the testimonials and track records shall be produced upon request.
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