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Career Objective
    To be part of an esteemed organization which provides an opportunity to learn and grow as a Professional and enable me to utilize my professional expertise, skill set and enthusiasm to contribute to the growth of the team and the organization as a whole. 
Passport Details




             Visa Status           :  visiting visa
                                                             Place of issue       :  Cochin

Area of Strength 
· Good Communication Skills

· Computer Knowledge

· Positive Thinking

· Creativity

· Pleasant Appearance

· Ability to work in a team environment

· Strong work ethics and attention to detail

Computer Proficiency
· Operating System      : Efficient in using Windows 7 , XP and Vista

· MS Office                  : Efficient in using MS Word, MS Excel and MS PowerPoint

Proffessional Qualification

· Tally

· Tally ERP 7 & 9

Work Experience 
Experience
CO. ( Tax Consultancy)   From 02/08/12 to 20/09/13

        KEY AREAS,

·  Enter posting of purchase, sales, payment, receipt collection & journal voucher.
·  Verification of bills & reconciliation of total turnover.
·  Bank, Debtors & Creditors Reconciliation.
·  Maintain cash transaction & petty cash book, preparing cash
·  Day to day cash & bank transactions.
·  Preparing outstanding list of Debtor & making Payment follow-up.
·  Preparing of Tax invoices, Vouchers. 
·  Sales & Purchase total reconciliation of accounts calculating VAT.
·  Reconciliation of Bank Statement at the end of month.
·  Service Tax , Vat Return ,E-TDS Return Filling  & other Govt. Taxes calculate
·  Maintain Balance sheet & profit & Los
     SH paper mart (kerala)  as Accountant From 25/09/13  to Till Date
        KEY AREAS,

· Correspondence with vendors and respond the queries 

· Looking after every details and record of the payments that are due to be made to creditors 

· Review of invoices and chq requests and validating the same before advising for payment.

· After reviewing, processing the invoices for payment and processes chq requests. 

· Forwarding the fund transfers requests and handle reconciliation of payments.

· Analyzing control account exceptions and prepare reports.

· Tracking of the transactions and monitoring the same to ensure payments are up to date 

· Resolution of invoice discrepancies 

· Maintain payment records and vendor file in system.

· Submission of monthly reports and help in month end closing.

· Undertaking steps for minimizing transaction risk by following the control procedures.

· Sort, Match invoices and check requests

· Handling the escalations for the team pertaining to the vendor payments, Utility Bill Payments and resolution of issues raised by the vendor.

· Interacting with the Internal and External clients for the resolution of queries. 

· Providing the payment confirmation to the vendors, Internal Buyers and resolution of discrepancies while processing the same.

· Coordinating with the internal departments such as invoice processing, vendor maintenance and Cash Management to ensure smooth running of the process.
Educational Profile 
·  B Com – Mahatma Gandhi University, Kottayam, India 

· Class 12th (Biology Science) (Kerala state board of HSE) from N.S.S H.S.S Ramankary, Kerala  with an aggregate of 64%, in March 2009 

· Class 10th (Board of Public Examination, Kerala) from A.M.M.H.S.S Othera, Pathanamthitta, Kerala with an aggregate of 65%, in March 2006.
Hobbies
· Reading,
· Photoshop, 
· Travelling, 
Declaration 
       I hereby declare that all the information furnished above is true to the best of my knowledge    and belief. 
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Personal Profile





Date of Birth: 04.09.1991


Marital Status: Single


Sex: Male


Nationality: Indian


Linguistic Ability:


English, Malayalam & Hindi


Reference: Available upon request.








