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OBJECTIVE

To obtain an accounting position where I will be able to contribute my skill, knowledge and experience to a company that will give me an opportunity to develop my career.
CAREER SNAPSHOT
Susin Technologies Pvt Ltd:- Experience of 4.5 years as Assistant Manager in Accounts cum EXIMP for the Period:April 2013 to July 2017
Susin I-Tork India Pvt Ltd:- Experience of 1.8 years as Senior Accountant for the Period: September 2010 To March 2012

Cascade Electro Thermic Pvt Ltd:- Experience of 1.5 year as Admin staff  for the Period: December 2007 to April 2009
CAREER DUTIES & RESPONSIBILITIES
*Account Reconciliation
*Statuary Reporting


*Data Analysis
*Tax processing 

*General Ledger maintenance

*Audit preparation

*Fund Planning & Reporting
*Accounts Payable & Receivable
*Bank process
*Monthly management report*Financial Report


*VAT/CENVAT
DUTIES & RESPONSIBILITIES 
Finance & Accounts:- (Period April 2013 to July 2017) 
· Managing team of Accountants for smooth & timely execution of various accounting processes. Manage all accounting operations including Billing, A/R, A/P, GL, Inventory Accounting and Revenue Recognition.

· Monthly reconciliation of Ledger accounts

· Responsible for management of accounts payable – verified and tracked invoices, purchase and  recorded 

· Responsible for management of accounts receivable – provided services to monthly clients, completed billing invoices, ensure cheque received match the record in the general ledger, responsible for monthly client billing

· Debtors and Creditors balance reconciliation and age-wise analysis of Debtors balances

· Verified & approved the employee Travel & Expense claims, Vouching of claims submitted by employees, adjusting the advance and accounting the expenses in Tally
· The processing of balance sheets, income statements and other financial statements according to legal and company accounting and financial guidelines

· Preparation and review of Trail Balance
· Support external auditors in their review
· Preparation of Cash flow reports
· Responsible for the timely payment of all vendor liabilities

· Keeping log off outstanding payment aging and timely follow-ups

· Compliance of Direct, Indirect tax and VAT requirements. Keep proper accounting data for Input VAT and Output VAT and provide the information for VAT returns. Preparation for Audits, Visits to Sales Tax officers.

· Excise-General understanding of Excise procedures like CENVAT etc., audits accounting thereof

· Maintenance of Financial Accounts and handling Service Tax, TDS matters.
· Handling external Auditors.  
· Co-ordination with project manager and assisting them regarding accounting 
Work as an Accountant.
Treasury: - (Period April 2013 to July 2017)
· Deal with the banks on day to day basis and posting of bank statements in TALLY ERP
· Reconciliation of bank accounts and statements on weekly basis

· Process of payroll 
· Ensure the monthly and quarterly bank compliance activities are performed in a timely and accurate manner

· Maintain banking relationships and Loan processing like machinery investments
· Letter of Credit and Bank guarantee arrange for the factoring discounting of the receivables through various financial institutions
· Controlling cash flow and expenditure with approval of Managing Director
EXPORT & IMPORT OFFICER:- (Period April 2013 to July 2017)
· Coordinating with overseas suppliers
· Coordinating with CHA, Airlines, Liners and Transporters
· Managing activities of shipments, tracking and timely clearance etc.,
· Export/Import formalities and schemes, The Duty discharged for entire operations of Import & Export of the company 
· Interacting with banker’s to meet necessary financial requirements and commitments for purchase of  raw material as well as finished goods timely for export
· Analyses CHA, Forwarders, and courier agents etc; to have better economic and fast movement of cargo and documents for both Imports & Exports
· Knowledge in Import & Export letter of credit, Fumigation, EEPC, cargo insurance etc.,
· Other types related to Import & Export like DGFT and all related works therein;  
Admin Staff:- (Period December 2007 to April 2009)
· Maintain Physical stock & system stock regularly. 

· Receives, classifies, and credits returned or reclaimed materials, supplies, and equipment and replaces them in stock according to an existing storage system. Goods Receipt Note (GRN) Preparation and communication with Finance / Purchase
EDUCATIONAL BACKGROUND 
· MBA – Madurai Kamaraj University

· BBA – Arulmigu Palaniandavar College of Arts & Culture, Palani
SKILLS AND STRENGTHS

· Accuracy and Attention to details
· Adaptability to Team work 
· Self motivation and ability to take the initiative
· keen to learn and improve skills
· Problem solving skills & Ability to multi-task, work under pressure and meet deadlines required 
· I.T. skills experience in MS office (Word, Excel, Powerpoint)
· Knowledge of Tally 9.0 ERP, MS-Office, Excel and Internet
· Preparation of Monthly Financial reports, MIS like Daily Collection Report, Monthly Petty cash expenditure details, Overall Due status, Refunds Statement.
· Maintaining books of accounts, Bank Reconciliation Statement, Debtor, Creditor Reconciliation statement, TDS deduction, deposit and preparation return
ACHIEVEMENTS 

· Awarded the Best Employee of the Accounts Department twice in one single year considering excellent analytical, quick decision making and problem solving skills
· Maintained positive working environment by reporting any unusual and immoral act to the management while maintaining confidentiality

· Accurately reviewed and resolved exception reports as well as searched, analyzed and resolved payments transaction related matters
PERSONAL DETAILS 

DOB


: 
26/01/1986

Gender


:
Male

Marital Status

: 
Single
Languages Known
:
English, Tamil, Hindi 
Declaration:
I am looking for a suitable opening to establish my carrier in your concern and consider me for the same. Above particulars are true to the best of my knowledge.
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