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Work with the best of my knowledge and abilities for the fulfillment of the job entrusted in time. Special interest to take challenging and responsible works, known or unknown, with high level of confidence and fulfill the matter at the entire satisfaction of Management. 
KEY SKILLS
· Nearly 10 years of accounting experience.
· Detailed knowledge about accounting principles, accounting standards, book keeping procedures and office practices.

· Brilliant time management and organizational skills that helps to complete the given tasks promptly and correctly.

· Strong Mathematical and statistical knowledge to ensure error-free calculations.

· Ability to lead a team and train them on book keeping procedures and accounting techniques.

EDUCATION
· B COM 
-
From Bhandarkars Arts & Science College, Kundapura, Mangalore University 
WORK EXPERIENCE 

Organisation







COASTAL PROJECTS LTD., 

   From March -2011 to January - 2014       
Designation
: Sr. Accounts Officer
Job Responsibility:

· FINANCE  
· Responsible for daily Data entry in Tally ERP. Preparing, examining, and analyzing accounting records, financial statements, and other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.

· Checking Monthly RA Bills and sub-contractor bills along with proper measurement books. 

· Management Information System (MIS).
· Responsible for Budgeting, Cash Flow Statement, Aging Analysis, Liability Statement, Expenditure Statement and Finalization of Accounts up to Trail Balance.

· Processing of monthly Salary statements, salary disbursing and maintaining approved payroll records.
· Handling matters pertaining to Statutory Aspects like Service Tax, VAT, TDS, PF, Professional Tax etc

· Handling Cash and Bank payments and bank related works, Accounts Payable & Accounts Receivable scrutiny and reconciliations.
· Liaison and coordinate with Internal & External Auditors for successful completion of Audit and providing clarification against Auditor Report.

· Responsible for Inter Branch reconciliation.

· Responsible for overall clients and suppliers control for recovery and payment.
· Train new joiners on various accounting principles and procedures and book keeping techniques.
· Verifying the bills / invoices with agreement / P.O / W.O / Contract.

· Matching purchase orders confirming prices and quantity to vendors invoices.

· Preparing reports on Monthly, Quarterly and Annual closing.

· Analyzing business operations, trends, costs, revenues, financial commitments and obligations, to project future revenues and expenses or to proper accounts.

· Compute taxes owed and prepare tax returns, ensuring compliance with payment, reporting and other tax requirements.
· Conducting Stock Audit.

· Preparing reconciliation statements of major construction materials with purchase, inventory and claims.
· ADMINISTRATION
· Providing HR support, guidance and advice to colleagues and managers.

· Building effective relationship with Clients, Suppliers, Contractors, Trade Union / Local Political parties.

· Responsible for recruitment, selection and interviewing process.

· Organizing tasks and duties for the staff.

· Took corrective action as needed during projects and/or consulted with construction project manager to resolve issues arising during projects.

· Oversaw subcontractors and vendors/suppliers performing work on the project.

· Prepared site inspection/oversight reports documenting the progress to date.

SNC Power Corporation Pvt. Ltd., Bangalore,                                                     


                                                                 From April'2004 to February 2011
(Formerly known as Sri Shankaranarayana Construction Co., Bangalore) 

Designation
:
Asst. Accountant
· Company has promoted as Accountant from April 2009 considering the performance and fluency in accounts.

· Looking after Administrative matters along with Accounts Dept works from October 2009 in absence of Administrative Officer.
Job Responsibility:

· Handling the Cash & Bank accounts and maintaining the Cash & Bank Book by using Tally.
· Preparing Bank Reconciliation statement at the end of every month.

· Preparing and passing of Journal Entries, Purchase and Sales Invoice entries in Tally.
· Preparing and maintaining various supporting documents like bills, receipts, vouchers, invoices, purchase orders and employee attendance records. 

· Preparing Salary Statement, Leave Statement, PF Statement, TDS Statement, Monthly Creditors Statement, Monthly expenditure statement etc.

· Preparing & checking the all sub contractor bills with claims & suppliers bills with indents.
· Assist to planning department to preparing & checking the Monthly Running Account Bills to Customer.
· Handling the Sales Tax, Labour related works, royalty, vehicle records and all Accounting & Administration works.
· Represent the organization in front of the internal auditor to clear their doubts and queries regarding the accounting entries.
· Review the accounting reports (accounts receivable / accounts payable / petty cash book) prepared by juniors for accuracy and completeness.
· Maintaining all accounts works by scrutinizing entries, final scrutiny of ledger accounts, passing closing entries and preparation of Accounts Statements.
· Full filling of all statutory matters and managing creditors.
· Providing necessary statutory statements like Sales Tax, Income Tax, Professional Tax etc for filing and compliance. 

· Over and above scrutiny of salary and its related details like PF, Profession Tax, TDS and other eligible deductions.
COMPUTER SKILLS
· Well -versed with MS Office and Accounting software - Tally ERP9.
AMBITION
Astute capabilities in technical accounting, corporate finance and strategy. 
PERSONAL DETAILS

Date of Birth
:
20th July 1980
Languages
:
English, Hindi, Kannada & Konkani

Marital Status
:
Single.

Hobbies
:
Playing Cricket, Watching Movies & listening music.

