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Objective                                                                              

To build a successful career in the fields of Finance, Accounts and administration and to be a part of highly motivated team wherein I have an opportunity to demonstrate and develop my skills, make a positive contribution, set standards, gain more confidence and help organization to achieve its goals.
Work Experience                                                                    

Having overall 7+ years of Experience as an Accounts Executive
	Name of the Organization
	Designation
	Work Experience 

	Novateur Electrical & Digital Systems Pvt Ltd (LEGRAND GROUP)
	Executive-Accounts & Admin
	July,2011 to till date

	Acer Engineers Pvt Ltd
	 Accounts Executive
	Aug,2007 to July,2011


Role and Responsibilities in Novateur Electrical & Digital Systems Pvt Ltd                                                                   
· Maximum Utilization of Available Resources.

· To Exercise cost control measures and ensure others also following the     same      wherever possible.
· Carry out day to day financial accounting and bookkeeping activities as per accounting standards and policies.

· Execute cash and bank transactions including payments, receipts and bank reconciliations in line with policies and standards.
· To ensure that all items showing on the bank reconciliations are cleared on a timely basis.
· All the cash and bank accounts must be monitored and any abnormality must be rectified.

· Verify & Processing of vendor  invoices.
· Timely Processing payments to vendors/service providers.
· Ensuring to book the payments accurately to avoid any double payments
· Petty cash payments to be controlled, and only necessary “petty cash” float should be given, and settled on “imprest basis” on intervals not exceeding one week.

· .All payment documents (Cash&cheque book) must be kept under lock and key

· .All payments must be made as per the approved level of authorities of the signatories.
· Analyze and present financial reports in an accurate and timely manner
 Provide administrative support in order to ensure effective and efficient office operations
· Maintain a filing system for all financial documents 
· Ensure the confidentiality and security of all financial and employee files
· Monitor accounts to ensure payments are up to date.
· Verification of Employee expense vouchers & tour vouchers and Process payments to employees,  utility bills and petty cash expenses.
· Preparing daily/weekly/monthly employees reimbursement,   MIS reporting, Employees and vendors reconciliation, processing of vendor payment and posting of data in an accounting system (SAP format).
· Ensure that bills get paid at due date but not earlier.

· Preparing ageing analysis of debtors/creditors and expenses.
· Manage and collect all accounts receivable dues in accordance with the payment terms specified and agreed at contract level.
· To assist the Credit control Team in managing the overall credit and receivable collection functions in the most efficient manner in order to minimize the risk of losses and bad debts
· Preparing Monthly Provision for  Expenses of Employees & Branches,

· Preparing Yearly Budget for Expense of Employees & Branches, 
· Handling Office Administration Activities like purchase of fixed assets (furniture, computer peripherals and stationary items)
· Maintenance of Company Owned Vehicles (make payments to insurance renewals, Road tax, fitness and Servicing)

· Handling Commercial &  Logistic Activities.

Skills:

· Excellent interpersonal skills.

· Book keeping Skills.

· Analytical And Problem solving skills.

· Excellent communication and relationship building skills with an ability to prioritize, negotiate, and work with a variety of internal and external parties
 Decision making skills.
·  Effective verbal and listening communications skills.

· Attention to detail and high level of accuracy.

· Effective written communication skills.

· Time Management Skills.

· Computer skills including the ability to operate computerized accounting, and email at a highly proficient level. 

Personal Attributes:
 1.Be honest and trustworthy 
 2.Be respectful 
 3.Possess cultural awareness and sensitivity 
 4.Be flexible 
 5.Demonstrate sound work ethics
Role and Responsibilities in Acer Engineers Pvt Ltd                                                                  

· Handling Day to Day Accounting & Cash and Bank Transactions,
· Maintains  of cash & cheque books, preparation of cheques,

· Cash  and Cheque Deposits & Cash withdraw From Bank,

· Preparing  bank reconciliation statement,

· Salary Disbursement to  Employees, 

· Billing to Clients on time & follow up with Customers for payments,

· Verification of Sale invoices & Purchase invoices,
· Verification of bills, tour statements, conveyance reimbursement etc., 
                     & fallow up in recovery of advances,

· Preparation of cash, bank, Purchase & journal vouchers,

· Reconciliation of accounts with respective Customers & Vendors
· Checking bank balances through internet banking & preparation 
              Of daily funds position,

· Feeding of all vouchers in to Tally ERP Accounting Package,

· Settlement of Deposits & Advances 
· Preparing Monthly Profit & Loss Statement,

· Preparing royalty invoices and Railway invoices,

· Preparing Purchase orders and send to vendors,

· Compute taxes owed and prepare tax returns, ensuring compliance    
                     With payment, (TDS,VAT, CED, Service Tax)
Technical Skills:                                                                       

	Operating Systems
	Ms-Dos, Windows 98/2000

	Packages

	MS-Office, Focus & Tally ERP, Peach Tree,QuickBooks

	ERP 
	Oracle financial & SAP FI


Educational Qualifications:                                                                            
· M.B.A (Finance) from University PG College, Khammam (Kakatiya University)
· B.com (general) from  Govt Degree College, Mancherial (Kakatiya University)
· Intermediate from Saraswathi Junior College(Board of Intermediate AP)
· SSC from Singareni Collories High School (Board of Secondary Education AP).
Management skills:                                                                        

· To plan, organize, control and motivate our team.
· Problem solving and decision making.
Achievements:                                                                         

· Have won Best Cricketer Award for session 2001-03 in my College and some awards in District and State level Cricket Tournaments.  Participation in several social development & awareness program.

Personal Details:                                                                                

Gender

:        Male

Nationality

:        Indian

Languages Known
:        English, Hindi, Telugu and Tamil
Visa Status                :         Visit Visa
Place:  DUBAI
Date:





                             

