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· Diligent & result oriented professional with hands on experience in performing Bank Reconciliation, Debtors & Creditors Reconciliation and preparation of Ageing while assisting with preparation & coordination of audit process
· Demonstrated ability in the management of Hire Purchase register and monthly journals and preparation of VAT monthly returns, reconciliation and the submissions 
· Skilled in participating in financial strategic planning, costing and realisation, preparing budget and forecasts; preparing Salary File of employees and its disbursement
· Possess multitasking credentials with excellent planning, execution, monitoring & troubleshooting skills & ability to handle multiple tasks in high-pressure environments, under tight deadlines

· Adept at assisting finance manager in filing and payment of GST Return, Central Excise Return, Service Tax etc. and helping in preparing financial statements and assisting with end of year preparation and procedures
· An articulate communicator with strong work ethics & continuously striving for improvement coupled with excellent administrative & managerial aptitude


 Professional Skills      


Photoshop | Financial Analysis | Accounts Payable | General Ledger | Payment & Invoice Processing | Team Leadership | Communication



Sr. Executive – Accounts | Tierra Food India (P) Ltd |Nov 2015 – Present    
· Ensure smooth operation of all finance matters while managing daily cash balances and bank balances and ensuring that fund flows are adequate to allow business units to operate effectively
· Input accounting data into Tally ERP9 with speed and accuracy as well as support the finance manager by inputting into sales and purchase ledgers from source documents
· Assist finance manager in filing and payment of GST Return, Central Excise Return, Service Tax etc. and help in preparing financial statements and assist with end of year preparation and procedures
· Ensure swift payment of invoices; prepare and handle Export documents while being responsible for providing task to the employees
· Perform Bank Reconciliation, Debtors & Creditors Reconciliation and preparation of Ageing; assist with preparation & coordination of audit process
· Participate in financial strategic planning, costing and realisation, prepare budget and forecasts; prepare Salary File of employees and its disbursement
· Maintain & keep record of all documents & files; review & Process Expense reports; draw up monthly financial reports

Sr. Accounts Assistant | Lazza Ice Creams | Feb 2014 – Oct 2015
· Performed billing, daily accounting, cash handling, management of debtors and creditors, bank reconciliation and bank works, preparation of salary statements and related works, up keeping of PF register must rolls and PF return etc.
· Raised sales invoices from sales orders and sent to customers by email/logging on web portals; worked with customer service and sales colleagues to resolve queries on sales orders prior to invoicing
· Undertook effective credit control with customers by phone and email to ensure sales invoices were paid on time; resolved any customer queries regarding sales invoices
· Prepared a full set of management accounts, prepared & submitted VAT returns, reconciled bank accounts, performed balance sheet reconciliations and prepared year end accounts and files for external auditors
· Collated and processed purchase invoices; checked GRNs and price queries; dealt with disputed invoices; prepared statement of reconciliation
· Performed management of fixed asset register and monthly journals; management of Hire Purchase register and monthly journals and preparation of VAT monthly returns, reconciliation and the submissions




                            Bachelor of Commerce | 70%  


                         St.Aloysius College, Edathua,

St. Aloysius College, Edathua, Kerala, India | 2010 – 2013

Higher Secondary Schooling | 85%

Kerala Higher Secondary Board | 2008 – 2010 


       High Schooling | 70%



     
76% aggregate







Kerala Educational Board (S.S.L.C)

Banking & Accounting with Tally ERP 9 | NCVT Certificate     

                                                                                                                                              Baby John Memorial College, Changanassery, Kerala



Date of Birth: 18th Jan 1993 | Languages: English, Malayalam & Hindi | Nationality: Indian









Finance & Accounts Executive ~ 4 years of experience
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