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Accomplished Accountant With 8 Years Of Experience In Finance And Accounts 



OBJECTIVE
To attain a suitable position, leveraging experience in management of finance, accounts & auditing with a renowned organization.

CAREER SUMMARY
· Around four years of experience in managing finance and accounts

· Excellent knowledge of the statutory compliances pertaining to financial services sector, proficient in auditing and accounting

· Strong focus on management requirements, customer service and satisfaction

· Experienced in forecasting and managing cash and funds flow and in ensuing smooth operations

· Performance oriented and recipient of promotion for excellence
WORK EXPERIENCE
Accounts Manager, Your Latest company name, Dec 2003 - Present
Responsibilities:

· Supervising the preparations of accounts of the organisation, on time and accurately and undertaking reconciliation.

· Ensuring compliance with statutory requirements.

· Preparing the final accounts and participating in auditing. 

· Monitoring the cash flow and preparing the funds flow statement.

· Supervising the day to day operations, ensuring speedy completion of transactions (like cash management, payroll processing, negotiating past dues, etc.) and managing bank accounts.

· Preparing and analysing the MIS (generated P&L report & balance sheet) and reporting to the management.

· Actively contributing to various development activities of the organisation. 

Achievements:

· Instrumental in upgrading Payroll system from manual to excel database.  

· Developed new accounting system in the organization.

Accounts Executive, Your Previous Company Name, Nov 2001 – Dec 2003
Responsibilities:

· Planned and managed two bank accounts, conducted bank reconciliation and handled all basic accounting functions for the organization.

· Effectively handled accounts payable and accounts receivable activities.

· Entrusted to maintained head office accounts, branch accounts and stock transfer accounts.

· Analyzed debtors and implemented control measures to ensure adequate availability of funds; also ensured judicious payment of vendor invoices.

· Scrutinised all the vouchers and updated the account books, processed and dispatched purchase orders.



· Communicated with customers for collection of past dues.

· Proficiently provided administrative support to the management via drafting correspondence.

Achievements:

· Efficiently managed over 300 client’s accounts

· Instrumental in creating monthly stock report and sales report using spread sheet.

· Promoted from Accounts Assistant to Accountant for efficient performance during the tenure.
EDUCATION

· Bachelor of Commerce, Your university, 2010
· Computer Course, Your institute name, 2010


SKILLS
· Fluency in English, Hindi and Malayalam
· Proficient in using Windows, MS Office, Internet and accounting packages like Tally, Peach Tree, etc
· Organised and methodical 
· Diligent and tenacious 

· Deep sense of ethics and integrity
· Excellent interpersonal and coordination skills 

OTHERS
· Attended a seminar on XXXXX at XXXXX
· Attended training programs on XXXXX at XXXXX
PERSONAL DETAILS
Date of Birth: date of birth here.
