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Career  Objectives:

To work in a growth oriented & learning environment this can help me to enhance my skills, knowledge & to contribute effectively, efficiently towards the growth of an Organization. 

Professional Summary:
· 15 years of strong Accounts, Administrative Experience. 

· Good Knowledge in operating Tally 7.2, Ms Word, Power point and Excel software. Total 12 years of experience only in accounting departments.
· Good experience in managing and handling a team of 10 -15 staff over a period of ten years.
· Able to travel different cities depend on the job requirements.

· Able to work under presser and minimum time period.
Educational Qualification:
· Graduate in Commerce, Mangalore University – April/May 1999
· Diploma in Computer Science, Manipal Institute of Computer Education – 1999-2000
· HSC, Mangalore University – June 1996
Career Experience
Manager – Accounts and Administration
Ships Management, Mumbai (since 2000)
Job Responsibility - Accounts
Responsible for enhancement and maintenance of all books of Accounts.
· Preparation of accounts till the finalization. 
· Handling cash / cheque transactions of payments and receipts. 
· Bank Reconciliation, Petty cash, 

· Payable  A/c and Receivable A/c 

· Inventory Vouchers, Purchase, Cash/Funds Flow, Sales Ledger a/c

· Invoicing, Issuing Receipts, Acknowledgments
· Salaries, PF, ESI, Vouchers updates.

· TDS Filling and bank reconciliation.

· Income Tax returns filling as per Govt.Act.

· Handling cash Payable & receivable accounts.
· Worked as a module lead with a team of 15 members.
· Preparation of  Profit & Loss a/c, Balance Sheet of the Company.

· Direct assistance to the CA for Final Balance Sheet of the Company.

Job Responsibility – Administration
· Visa Processing to USA Embassy with official documents.
· Transit Visa Processing  to other countries.

· Planning & scheduling candidates for the Training Programs.

· Candidates files transfer to the operation department.
· Co-ordination with operations and training teams.
· Assistance to the Human Resource Team
 Account Assistant
Sai Kripa Enterprises Pvt. Ltd., Bangalore (6month - 1999)
· Maintaining office register book.

· Filing all Invoice/bills from buyers/customers.

· Handling customer queries / complains.
· Analyzed and resolved issues reported by customers.
· Handling general entries of accounts in tally software.
Personal Details
Date of Birth: 18 August 1978
Nationality: Indian

Sex: Male

Languages Known: English, Hindi 
Joining Date: Immediate
Place of Issue : Mumbai

Stren Strenghths:
· Independent Decision making and application of new ideas. 
· Eager to learn new concepts and ready to work hard to achieve the goal. 
· Adaptability to Changes. 

I hereby declare that all the above information provided is true to the best of my knowledge.









