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	overview

	
	A highly motivated account professional having 9 years of experience in Accounts. Areas of strength include:

	
	Organizational Skills

Computer Literacy

· Work as Team Player

· Coordination
	Accuracy

Communication Skills

Time Management Skills

· Research Abilities


	education

	
	Master of Commerce in Financial Accounting

Bachelor of Commerce in Accounts
	2004

2002



	computer skills

	
	Tally 9, SAP.Macanomy and Starscape.
Microsoft Word, Excel and Internet



	PROFESSIONAL EXPERIENCE

	
	Junior Accounts Executive
Skin Clinic- November 2014 till April 2015
Disbursement of cash and recording petty cash entries  in Sap and tallying with excel maintained with posting number
Checking the invoice received with delivery notes and Purchase order and booking of invoice in SAP
Preparing of Vouchers and Cheques according to the due date for Payment and accounting payment entries in Sap
Collecting petty cash vouchers and booking of expense on monthly basis
Also checking the cash balance of SAP along with the Cash Certificate

Accounting of cash and credit sales in SAP and checking the balance with Sales Cash Certificate monthly
Checking the deposit slip received from Clinic for the cash sales and checking the credit same in bank  statement
Coordinating with clinics for fund transfer for petty cash expense and other discrepancies in any
Executive-Accounts Payable

TMF Group-February 2010 till December 2013.

· Verify accuracy, completeness and consistency of accounting information received

· Preparation of vouchers and recording accounting entries

· Preparation of Cheques and payment instructions including electronic payments
· Preparation of forms, documents and reports for tax compliance

· Reconcile accounts, balances ledgers, assists in preparing bank statements and journal   

vouchers etc.
· Preparation of forms, documents and reports for tax compliance

· Assist in preparation of reporting to client and authorities including preparation workings
for statutory

· Financial Reporting
· Prepare draft responses to client questions for approval prior to communicating with
client

· Preparation and maintainance of fixed assets register
· Supporting Service tax routine aspects (compilation of details for monthly payments,
credit etc.)

· Marinating various record relating to the service tax credit.

· Interaction with service tax department
· 

Executive – Accounts Receivable

Re :Sources India (PublicisGroupe) -June 2004 till January 2010.
Preparation of Vouchers and recording of Accounting entries in Tally 9 and filing the Print out of Vouchers along with the receivable documents
Bank Reconciliation on daily basis
Scrutiny of ledgers, Reconcile accounts, balances ledgers, and journal vouchers etc

Updating Ageing Reports of Debtors to the management
Preparing Weekly Ageing Report on weekend and month end  
Calculation of Service Tax and TDS

Calculation of Foreign Exchange Gain/ Loss for the remittance received

Follow up for Payments through mails on regular basis
Depositing Client Cheques and maintaining details of Cheques on system and intimating 

     management accordingly



	ACHIEVEMENTS
Controlled Unnecessary Expense

· Proper Management of Funds
Personal Details

	
	· Date of Birth-30th July, 1981
· Marital Status - Single
· Languages Known-English, Hindi, Tamil, Marathi
· Dubai- Employment visa


	references

	
	· Promptly furnished upon request.




