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-------------------------------------------------------------------------------------------------------------

OBJECTIVE:

Seeking a challenging position to enhance my career towards organizational objectives    and continue to my career in Accounts and Financial Management.

EXPERIENCE: 

1. Presently working as EXECUTIVE ACCOUNTS in M/s SINDHU CARGO SERVICES LIMITED,   

      Visakhapatnam. (Customs House Agents, Freight forwarders and Member in WCA) from June  

      2008. 

2. Worked as an ACCOUNTS OFFICER in M/S SHRIRAM CITY UNION FINANCE LIMITED (Chits, Finance and Life Insurance) from August 2005 to May 2008 (2 year 9 months).

3. Worked as an ACCOUNTANT CUM OFFICE INCHARGES in M/S SVTS (Transport Organization) from May 2004 to July 2005 (1 year 2 months).

4. Worked as an ACCOUNTANT in M/S FENS LABORATORIES (Pharmaceutical Manufacturers) from April2002 to April 2004(2years).

5. Worked as an ACCOUNTANT in M/S APTA (Transport Organization) from Jan 2000 to Oct 2001(1 year 10months).

6. Worked as an ACCOUNTANT  in M/S VECO PHARMA (Pharmaceutical Manufacturers) from Dec 1989 to Dec 1999 (10 years).

JOBPROFIEL (PRESENT)
· Payments of petty cash.

· Preparation vouchers and the same enter into COMS (Financial and Accounting package in system).

· Bills preparation and Submission.

· Preparation of bills Out Standing Reports related to Sundry Debtors and follow-up for receivables.

· Preparation of Bank Reconciliation Statements.

· Nodal (Inter Branch) reconciliations.
· Preparation and sending the Trial Balance And Profit & Loss account to Head Office on monthly basis(for the month and up to the month).
· Preparation of Statistical Reports (daily reports and monthly reports)which relates Finance and  Accounts to send Head Office.

· Customs duty challans Verification and Payment in to Bank.

· Service Tax deductions and returns filing.
· TDS deductions & remittance.
· Labor acts, E.S.I., P.F., P.T., and  other Miscellaneous works.

· Attending mails from Head Office.
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JOB PROFILE (PAST)

IN CHITS AND FINANCE :
 I’m an in charge of the ACCOUNTS department among the six branches and  co-ordinate with branch staff for smooth running of accounting transactions in all branches.

· Verification of all receipts in Branches. 

· Daily voucher entries accounting in F.A. (Financial and Accounting Package in system).

· Verification of daily process in all the branches with correct entries of cash / cheque and   

      other transactions made by Branches.

· Consolidation of daily Cash and Bank receipts.

· Preparation of Bank Reconciliations and Cash reconciliation Statements.

· Monthly Bank and Cash reconciliation quarries follow-up to branches for clearance and  

     clearance status forwarded to Head Office.

· Nodal (Inter Branch) reconciliations.

· Preparation of MIS Reports and the same forwarded to Head Office on monthly basis.

· Attending of Branch Audit work and reports on branches sent to Head Office.

· Preparation of Trial Balances.

· Attending for finalization of Accounts.

· Follow up for daily CD/TW/PL/HP  loan disbursement status and loan entry status collect   

      and mail to Head office.

· Follow up for receipt entry in system financial package(CDIS) status of branches for  

      smooth functioning.

· Rectification of any accounting problems arises in the system financial package.

· Reconciliations for Funds received and Funds sent between Branches and Head  

      Office. 

IN TRANSPORT:
· Payments of petty cash.

· Preparation vouchers and the same into Tally (Financial and Accounting Package in  

      system).

· Preparation of Bank and other Reconciliation Statements.

· Preparation of other Statistical Reports which relates Finance and Marketing.

· Rates Finalization.

· Bills preparation and Submission.

· Attended finalization of Account from Audit work to Returns filing.

IN MANUFACTURING:
· Payments of petty cash.

· Preparation vouchers and the same into FSL (Financial and Accounting Package in system).

· Preparation of Purchase & Sales Registers and Purchase & Sales Analysis.

· Preparation of Costing Reports.
· Preparation of Out Standing Reports related to Sundry Creditors and Sundry Debtors on Monthly Basis for follow-up.

· Preparation Bank Reconciliations and Branch Reconciliations.
· Preparation of other Statistical Reports which relates Finance and Marketing.
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· Attended finalization of Account from Audit work to Returns filing.

· Provident Fund, E.S.I., Sales Tax and Income Tax along with assessment works.

· Maintain Labor act and other Miscellaneous Registers.

· EDUCATIONAL QUALIFICATIONS:
· Graduation in B.Com (Taxation).

· Post Graduation in M.A. (Politics)

· COMPUTER PROFICIENCY:

· TALLY 

· MS-OFFICE.

· Worked on Finance and  Accounting Packages Tally, FSL, FA and CDIS.
· Presently working on companies own developed package COMS related to Finance & Accounts.

· STRENGTHS:

· Keen, Perceptive and Analytical

· Quick Learning

· Good Interpersonal Skills.        

PERSONNEL BACKGROUND:

      
Father’s Name    

:        Late Seetha Ramayya B.


Date of Birth       

:        May 5th , 1968.


Blood Group


:        O +ve

Martial Status     

:        Married


Pan No.



:        AMLPB1641F


Driving licence No.

:        DLRAP031311722008

Languages          

:        Telugu, Hindi and English 


Hobbies              

:        Interacting with people, reading of Books and Articles.
Present Salary drawing
            :         12,000/-P.M. +PF+BONOUS


I hereby declare that all the above information solicited by me is correct.

PLACE: VISAKHAPATNAM. 

DATE:                                                                                   (B.SRINIVASA RAO)
