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Objective:

To take up a position in order to gain maximum exposure so that my academic and professional knowledge is enhanced and to work on challenging projects that enable innovation and creativity
Experience in India: Creative Associate, Chennai, India 

Designation:

Accounts Assistant

Tenure:


Jan -2014 to Feb 2015


Duties and Responsibilities:

· Maintaining daily books of accounts.

· Having the role of Credit controlling with receivables. 

· Preparation of Customer invoices and dispatches it to them.

· Preparing Bank reconciliation statements. 

· Up to date Entries for preparing the Month End closing.

· Arranging documents for Audit purpose. 

· Well versed on Bookings, Feeding Entries with Tally ERP accounting software.

· Follow up with customer for Receivables and arranging the collection

· Managing daily Bank transaction in different banks
· Coordinate with Payroll processing.  
· Office Administration
Education Qualification:

· Master of Commerce (M.B.A) specialized in Finance from Manonmaniyam Sundaranar University (2013), Chennai – Tamil Nadu – India.

· Bachelor of Commerce (B.Com - Commerce) from Bharathidasan University (2011), Tiruchirappalli– Tamil Nadu – India.
Technical Skills: 
Office Automation: Good Knowledge in Microsoft outlook and (Excel,OpenOffice). 

 Well versed on EDI accounting software and knowledge in Tally Updated. 
Others:
· Excellent Internet Skills

· Moderate Speed in typing
Languages Known

:
English, Tamil (Read & Write)
Strength:
· Good Team Player
· Regular Follow ups
· Work Under Pressure
Personal Information:


Date of Birth

:
18th June 1990

Gender


:
Male 


Marital Status
:
Single

Religion


:
Islam


Nationality

:
Indian 



Visa Status

:
Visit visa
