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CAREER OBJECTIVE

To be an acclaimed professional with proficient skills and to work in an international environment with focus on quality and new technologies. To dream, develop and deliver my very best, every time.

SUMMARY:

· 3.5 years of experience in Book keeping

· Material Receiving, Issuing and Posting.
· General Ledger Accounting, Payroll, Recording and Bookkeeping.

· Prepare & post journal entries, maintain chart of accounts.

· Prepare and process Invoice payments according to established procedures.
· Ledger and Bank Accounts Reconciliation (Bank Statements against Ledger)

· Maintain various account ledgers such as cash books, intercompany accounts, fixed assets account, income and revenue ledger accounts

· Prepare accounting reports, trial balance and balance sheet reconciliation

· Petty Cash custodian (review and process petty cash claims)

· Good Communication skills and Problem solving ability.
QUALIFICATIONS

· B.Com(Bachelor of Commerce2003-2006)


Calicut University, Kerala, India.

· Plus-Two(Commerce)
Kerala Higher Secondary Education Board

· 10TH  (S.S.L.C)


Kerala Education board

Additional Qualifications
1 Diploma in Computerized Financial Accounting(D.C.F.A), Tally 6.3 & 7.2 ,9.0 and

            Peachtree at “Orphanage I.T.C & Computer Centre Kanhangad, Kerala.

            Ph: 00914672203931                                              

2 M.S Office (Micro Soft Word & Microsoft Excel).

	WORK EXPERIENCE:


Company Name


:
Super Market LLC 

DUBAI UAE
Duration



:
September 2008 onwards

Job Titles



:
Assistant Accountant
Job responsibilities


:
Responsible for petty cash and all other payments.







Maintaining and updating of Cash / Bank books, CHK







Register, etc.
Preparing sales report

Maintaining of accounts in computerized environments (Tally 9.0) & (Company’s Personal - Programme) up to finalization
                                                                  Preparation of Suppliers Payment of five       

                                                                  Supermarkets. (More than 400 Suppliers
                                                                  according to established procedures.
                                                                        Coordinating with auditors at required intervals
                                                                        Bank Reconciliation

Company Name


:
Tax Practitioners & Commercial Accountant Kerala







India
Duration



:
1 Year

Job Titles



:
Accountant and Office Assistant
Job Responsibilities


:
Responsible for petty cash & all other payments.





:
Maintaining and updating of Cash / Bank books, CHK






Register, etc. 





:
Preparing financial statements (P/L A/C) & Balance Sheet).




:
Checking and verification of all books of accounts up to





Finalization of accounts.





:
Bank Reconciliations






:
Preparing day Book 
	SKILLS:


· Material Receiving, Issuing and Posting.
· General Ledger Accounting, Payroll, Recording and Bookkeeping.

· Prepare & post journal entries, maintain chart of accounts.

· Prepare and process Invoice payments according to established procedures.

· Ledger and Bank Accounts Reconciliation (Bank Statements against Ledger)

· Maintain various account ledgers such as cash books, intercompany accounts, fixed assets account, income and revenue ledger accounts

· Prepare accounting reports, trial balance and balance sheet reconciliation

· Good Communication skills and Problem solving ability.

STRENGTHS

· Smart, Young, Dynamic, Honest and Creative

· Excellent Leadership Qualities

· Intelligent and a Fast Learner

· Excellent Communication Skills

	PERSONAL INFORMATION:


Date of Birth



:
26/May/1985

Religion



:
Hindu
Nationality



:
Indian.

Language known


:
English, Hindi,  Malayalam
Marital status



:
Single
Hobbies



:
Hearing Music, Playing Cricket, Traveling, 

Reading Books, etc.

	DECLARATION:


The above-mentioned information is true and correct to the best of my knowledge and belief and I do understand 

that my candidature stands cancelled if any of them is found wrong.
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