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         Accountant & Office Administrator

PROFESSIONAL SYNOPSIS


Highly talented and skilled Accountant& office Administration with 3 years of high quality experience in Accounting as well as in office administration in leading Steel& Aluminium Extrusion Companies. 
· A proven record of success working for the Senior Management.  Excellent knowledge of English / Hindi languages.
· Expertise includes, implementing office administration, accounting, bank transactions, interacting with parties Boosting Employees in their work which support operation& administration of the company
· Maintain excellent written and oral communication skills, problem resolution abilities, and a high level of confidentiality. Ability to develop an effective working relationship with colleagues and affiliates at various levels and willingness to continuously acquire new competencies and accept new challenges. 
· Qualified B.Com with Corporation with 3 years Solid experience from Accounting& administration.


CORE COMPETENCIES

-  Accounts Maintaining
             - Bank Transactions
-  Labours attendance and salary preparation 
  - Tax Filing
-  Administration Operations Management
               - Interacting with parties
-  Billing of material and load clearance

  - Office Procedures & Practice

-  Process Improvement


                - Over all supervising
-  Stock Recording            


                - Good typing Skill in English 


PROFESSIONAL EXPERIENCE & ACCOMPLISHMENTS

Accountant/ Office Administrator 
Job Profile:

Preparation of day to day account statement, filing taxes to the government, Maintaining labours record and office administration
1) Organisation : Limited, Tamilnadu-India

Period : 2011-2012

Designation: Accountant Cashier

· Maintaining Accounts of the company
· Preparing details required for Tax filing to the government 
· Cash Handling
· Mailing and discussing the related data with the directors.
· Day to Day banking transaction and bank reconciliation and data entry
· Office procedures and practices
· Material checking and clearing of load and bill preparation according to the Indian government rule
· Attending phone calls and interacts with the parties.
· Preparation of monthly statement.

· Check & reply all e-mails on daily basis, in order to make sure no mail remain non-responded by the end of the business day
· Creating letters as required by the Directors
· Payment of bills on time.

2) Organisation: SR Aluminium Extrusion Industry, Karnataka-India
 
Period : 2012-2013
  Designation : Accountant/ Office Administration
· Office administration, Making up to date recordings of documents , Handling Critical situations

· Maintain company’s confidential data.

· Exercise initiative and independent judgment to resolve problems.
· Review purchase requisitions. Confer with vendors to obtain product / service information such as price, availability, and delivery schedule.

· Ensuring the availability of stock of materials for manufacturing.
· Maintaining Accounts of the company

· Preparing details required for Tax filing to the government 
· Mailing and discussing the related data with the directors.

· Day to Day banking transaction and bank reconciliation and data entry

· Office procedures and practices
· Material checking and clearing of load and bill preparation according to the Indian government rule

· Attending phone calls and interacts with the parties.
· Preparation of monthly statement.

· Check & reply all e-mails on daily basis, in order to make sure no mail remain non-responded by the end of the business day
· Creating letters as required by the Directors
·  Ensuring Payment of bills on time.

· Purchase order and sales order processing
· Recording  finished goods stock in Excel spread sheet

· Writing Check and keeping confidential data

· Managing  Secondary accounts

  3)Organisation: Victory Veneers & boards- Kerala- India

  Period 2013-2014

  Designation : Accountant/ Office Administration
· Over all Supervision of the company

· Preparation of delivery note and other government documents

· Maintaining petty cash book

· Office procedures and practices

· Attending phone calls and interacts with the parties.

· Purchase order and sales order processing

· Recording  finished goods stock in Excel spread sheet

· Writing Check and keeping confidential data

· Managing  Secondary accounts
· Check & reply all e-mails on daily basis, in order to make sure no mail remain non-responded by the end of the business day
· Creating letters as required by the Directors
· Office administration and supporting with colleagues

· Day to Day banking transaction and bank reconciliation and data entry

· Tax filing to the government
· Recording the raw materials forwarded for drying

· Maintaining labours Salary & payment 

· Preparing Statement for bank varification



ACADEMIC & PROFESSIONAL QUALIFICATIONS

Bachelor Degree In B.Com With Corporation
Calicut  University, India-2010
AISSCE
Central board of secondary education
AISSE
Central board of secondary education


TECHNICAL SKILLS

Proficient in the use of: MS-Office Packages (Word/Excel/Access/PowerPoint) / Emailing & Internet.

Good Typing Skill in English 

Proficient in Computer Knowldge
Operating Systems
: Windows 2000, Windows XP, Windows Vista, Windows 7 
I hereby declare that all the Details furnished above are true to the best of my belief and knowledge.
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