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Personal Data :
Date of Birth : 12­02­1981
	Sex
	:
	Female

	Nationality
	:
	Indian


Place of Issue : Bangalore
Marital Status: Married
Languages Known:
English, Hindi, Kannada &
Urdu



Academic Record
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EMBA ­  National Institute of Business Management Chennai
B.com  ­  From the University of Mysore
Technical Profile
.
· Accounting Package: Tally ­4.5 TO 9.1 version. 
· Certificate of Computer Applications: MS Word, EXCEL, Power point, Internet from 
· Typewriting English Lower and Higher 
· Accounting Package: Working Experience in Tally 9.1. 
Professional Experience:
REPUTED FIRM­INDIA
(Auditors & Tax Consultants)
[From July­2003 To August 2005 ]
Assistant Accountant
Responsibilities
· Handling day to day banking matters 
· Checking cash and bank payments, check purchase vouchers 
· Maintain complete records of fixed assets, accounting of fixed assets and ensure appropriate depreciation is charged off. 
· Timely reconciliation of debtors account and verifying the Credit limits. 
· Preparation of Guarantees for the tender purpose. 
· Review and approve cash or cheque payments and ensure that they are made and recorded, in a timely and accurate manner. 
· Timely reconciliation of debtors account and checking the credit limits applied. 
· Review journal entries and monitor maintenance of chart of accounts. 
· Performs miscellaneous job­related duties as assigned by the General Manager or Accounts Manager. 
On Visit Visa
Valid Up to : 03­03­2015
Interests & Hobbies       :
Games,  Music
Expected Salary: Negotiable
Total year of Experience: above 10 Years
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[From September­2005 to Dec ­2011]
Accountant
Responsibilities
· Maintaining Regular Books of Accounts in Tally (7.2 Versions). 

· Debtors Management like Payment collection, monitoring over dues and coordination with sales team to minimize it. 

· Entering all expense, journal, receipt and payment vouchers. 

· Reconciliation of bank account statements. 

· Handling day­to­day bank matters etc. 

· Preparation of monthly salary statement etc. 

· Day­to­day coordination with Head Office accounting. 

· Timely Reconciliation of Debtor's Account along with balance confirmation letter. 

· Upkeep of Invoices from Vendors. 

· Responsible for making customer invoices & follow­up. 

· Preparation of monthly, quarterly and annual financial statements 

M/S N.P ENTERPRISES
[From January­2012­April­2014]
Accountant
Responsibilities
· Maintaining Regular Books of Accounts in Tally (7.2 Versions). 
· Debtors Management like Payment collection, monitoring over dues and coordination with sales team to minimize it. 
· Entering all expense, journal, receipt and payment vouchers. 
· Reconciliation of bank account statements. 
· Handling day­to­day bank matters etc. 
· Preparation of monthly salary statement etc. 
· Day­to­day coordination with Head Office accounting. 
· Timely Reconciliation of Debtor's Account along with balance confirmation letter. 
· Upkeep of Bills & Invoices from Vendors. 
· Responsible for making customer invoices & follow­up. 
Competencies
· Organized and well structured at work. 
· Independent and self­motivated. 
· Committed to deadlines and schedules. 
· Honest, Sincere and Hard Working with a high level of Integrity. 
Signature:
Date:
[image: image3.jpg]




[image: image4.jpg]




