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RESUME

JINCE






MOB: C/o 971504973598              

EMAIL ID: jince.324034@2freemail.com 
         CAREER OBJECTIVE

To pursue a career that leverages my personal strengths and academic qualifications and offers the best of challenge and job satisfaction and opportunity. A job that helps to add value to the organization I work for and vice versa.

        ACADEMIC RECORDS

	YEAR  
	INSTITUTION
	BOARD/UNIVERSITY
	   COURSE

	2005-2008
	Minerva College,Alappuzha
	Kerala
	B.Com

	2003-2005
	LEOXIII H.S.S

Alappuzha.
	Board Of Higher Secondary Examination

Govt Of Kerala
	Plus Two

	2003


	LEOXIII H.S.S

Alappuzha
	Board Examination
	S.S.L.C


           COMPUTER KNOWLEDGE

Diploma in Computerised Financial Management (DCFM) including word, Excel & Tally.

            WORK EXPERIENCE 

1.  Company    : Accel Frontline Services Ltd, Cochin

     Designation: Junior Executive - Accountant (From 20.05.2008 to 13.12.2011)

     Roles & Responsibilities
· Executing purchase order/Quotation for billing.

· Billing Sales & Service.

· Preparing daily billing collection report & weekly projection.

· Follow up of Sales & Service payments /Vendor payments with Head Office.

· Maintaining Stock Inward & Outward register.

· Preparing Bank payment and Cash payment voucher.

· Maintaining Stock report on a monthly basis.

· Preparation of Sales/Service/purchase Statement.

· Handling Admin related works.

· Handling Banking transactions.

· Assisting Sr.Accountant for all the Accounts related works.

2. Company    : Baby Marine Ventures, Cochin (Corp. Office of Baby Marine Group)

    Designation: Finance Executive (From 19.12.2011 to 15.01.2016)

     Roles & Responsibilities

· Preparing Purchase orders.

· Preparing Petty Cash Statements/Bank Payment Vouchers.

· Journal Preparation & Verification.

· Payment Co-ordination with parties and vendors.

· Preparing payment cheques.

· Maintaining Partners accounts & keeping loan files of both partners and Company.

· Preparing Bank Reconciliation Statement.

· Maintaining monthly reports of loan taken by the Partners/Company.

· Handling Banking transactions.

· Assisting Sr. Accounts Manager for all the Accounts related works.
3. Company: Sima Marine India Pvt Ltd, Cochin (One of the leading container feeder servicing Company based at Dubai) 

    Designation: Invoice Officer (From 18.01.2016 to till now)

     Roles & Responsibilities

· Preparation of Invoices.

· Consolidated invoice report will be send to concerned department.

· Assisting Manager for sending monthly invoice report.

· Preparing invoices on a special format as per the requirement from our valuable customers.

· Preparation of port handling charges invoices.

              INTERESTS

Music, Cricket.

            PERSONAL INFORMATION

Age                              
: 
29

Date of Birth          

: 
17.07.1988

Nationality            

: 
Indian

Gender                                
: 
Male

Religion
      

: 
Christian

Caste                         
  
: 
Latin Catholic

Marital Status    

: 
Married

Linguistic Proficiency                 : 
Malayalam, English

            PASSPORT DETAILS

Place of Issue          

: Cochin

Date of Issue
         

: 30.05.2011

Date of Expiry           

: 29.05.2021

            DECLARATION

             I hereby declare that the above mentioned details are true to my knowledge and belief.

ALAPPUZHA                                                                       


 SIGNATURE

12.02.2018








JINCE 

