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Career Objective

To seek a suitable position in Accounts department as an executive level, where I can effectively utilize my skills, knowledge and experience in its best ethics to the growth of the business organization and myself.
Profile Summary
· 2 years experience in the field of Accounts, Audits, Finance and Tax system
· Accounts Operations, Banking & Payroll Management

· Bachelors in Commerce
· Proficient in ERP packages like computerized accounting software Tally and Office Applications
· Flexible to work with any software
· Responsible for Preparation of Periodical Reports

· Have fluent communication skills in English
· Well organized skills in Administration
Employment record in INDIA (2 Years) 

MANAGEMENT – NETWORK SOLUTIONS
Designation: Account Assistant
Duration: December 2011 – January 2014

BTM Layout, Bangalore-560 076 (INDIA)
Company profile: Auditing, Accounting & Tax consulting service provider in Bangalore. INDIA.
Role & Responsibilities:

· Remain a main point of contact for accounting / financial related issues.
· Maintain records of accounts in a computerized environment.
· Preparation of periodical reports and ensuring compliance.
· Ensure accuracy of information contained in financial reports & their compliance with statutory requirements.
· Observe and analyze financial information and document business transactions to post entries to the accounting system.
· Ensure General Ledger entries are accurate and are in line with Company Procedures & Accounting Standards.
· Ensure reconciliation of all sub-ledgers & general ledger is performed on regular basis.
· Ensure that all accounts responsibilities are handled efficiently and effectively

· Scrutinize inter-company transaction & reconcile.
· Maintain fixed asset register.
· Organize inventory valuation.
· Verify assets & liabilities.
· Assure that, closing all books of accounts / Ledgers on Monthly basis and generate all Corporate Financial Reports including Trading Profit & Loss Account and Balance Sheet from ERP package.
· Participate in Internal / External checking & verification for Audit purpose.
· Check Monthly Bank Statements of all bank accounts maintained.

· Manage and Verify accounts payables, Vouchers and Invoices.
· Verification of accounts payable during the period.
· Manage and verify all kind of receivables including discounts, bad debts etc.
· Report to the management on receivable dues & collections.
· Maintaining the records of Employees and Clients.
Accounting Skills 
· Tally ERP 9

· MS Office (Advanced Excel)
Academic Qualification
· Bachelor of Commerce (B.Com) from Bangalore University. Karnataka.  India.
· Pre-university course (commerce) from Karnataka pre-university board. India.
Computer Certifications

· Certified in Computerized Accounting Tally ERP 9 - Bangalore
· Certified in Computer Basic & Programming - Bangalore
Communication Skills

· English, Urdu, Hindi & Kannada  (Fluent)

Personal Details

· Date of Birth: 
13-06-1984
· Marital Status: 
Single
· Nationality: 

Indian

· Religion: 

Muslim
· Visa type:

Visit Visa 
Declaration 
I hereby declare that information given above is true and best of my knowledge.
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