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	C A R E E R   O B J E C T I V E



To build a successful career by working in a challenging environment, where I can utilize my knowledge, skills, innovative idea & progressive experience for amplifying the profit and elevating the reputation of the organization
P R O F I L E

· 5 years working experience as an Accountant in India.
· Strong knowledge in Tally ERP 9, Peachtree, Payroll and excellent in MS Office.
· Can speak & write English, Hindi and Malayalam.
· Young, Energetic, Enthusiastic & Pleasing mannered and very friendly.
· Holding a valid Indian driving License for light vehicles.
 W O R K I N G   E X P E R I E N C E S 

    Dec’13 - Mar’15
                                          Global Trading company, India
    www.globaltradingcompany.in
    Position: Accountant 

Duties and Responsibilities
· Maintaining day to day books of accounts in tally.

· Preparation and finalization of Financial Statement.

· Maintain bank reconciliation and reconciliation of debtors & creditors. 

· Preparation of Accounts Payable, Accounts Receivable and Payroll
· Handling petty cash book & internal audit: store and accounts book.

· Preparation of monthly sales & collection review and reporting to Finance Manager.
· Maintain calculation of costing of products.

· Preparation of daily Sales, collection, expense and stock summary details, and reporting to the Manager.
W O R K I N G   E X P E R I E N C E S 

  Jan’12 - Nov’13
                                Hyz Impex and Trades Pvt. Ltd, India
  Position: Accountant
Duties and Responsibilities

· Preparing profit &loss statements.
· Preparing LPOs; handling PDCs.
· Maintaining Payment follow ups from customers.
· Handling supplier & customer invoices.
· Credit control and collection of accounts payables and receivables.
· Prepare financial statements and debtors’ listings / Check customers’ credit ratings
· Preparing regular reports and summaries of accounting activities.
· Monitor and manage cash flow.
· Receiving, recording invoices and arranging payments.
W O R K I N G   E X P E R I E N C E S 

    Dec-10 to Nov.11.        Thoufeeq and Associates (Chartered Accountant Firm)
      Position: Accountant & Audit Assistant
Duties and Responsibilities

· Conducted Internal and External Audit in different forms of organizations                
(Partnership, proprietorship and corporation)

· Assisted in Bank audit.

· Project Report Preparation and Analysis.

· Preparation and finalization of Financial Statement (profit and loss a/c or income                                                                         

And Expenditure and Balance Sheet)
· Sales Tax return e-filing. (monthly)

· Familiar with the Computerized Accounting, Tally, MS office

· Preparation of Bank Reconciliation Statement.

· Prepared Accounts Payable, Accounts Receivable.
· Trained and supervised assistant bookkeeper. 
 A C A D E M I C   Q U A L I F I C A T I O N S 

· Master degree in commerce-Finance (M Com) from Madurai Kamaraj University. 
· Bachelor degree in commerce (B Com) From University of Calicut Kerala-India 2006-2009
· Plus two from state board and higher secondary Govt of Kerala 2004-2006.
· Matriculation from state board and higher secondary Govt of Kerala.
 C O M P U T E R   P R O F I C I E N C Y 

· Tally- Experience in bookkeeping, sales and purchase, Payroll, every aspects of Tally ERP 9.

· Peachtree- full version of computerized accounting, especially employee management and inventory management.
· Ideal capability and practice at MS Office and Internet.
 P R O F E S S I O N A L   S K I L L S 

· Excellent communication and interpersonal skills.
· Ability to work efficiently under pressure, meet deadlines; adapt to a fast paced and multicultural environment.
· Analytical approach towards decision making for problem solving.
· Office Automation with good office and business administration skills.
· Willing  to  take  up  responsibilities  and  work  under  guidance  with  little  on-going supervision.
P E R S O N A L   D E T A I L S 

Nationality
:
Indian.
Age and date of birth
:
26, 3rd February, 1989.

Visa Status
:
Visit Visa- Convertable.
Marital Status
:
Single.
Languages known
:
English, Hindi and Malayalam 

 D E C L A R A T I O N 

I hereby declared that all the above given details are true in the best of my knowledge.
