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· Objective 

Having the inherent capability for fast adaptability and with the eagerness to learn, I would like to pursue my career in a competitive and challenging arena, and contribute my best for the development of a progressive organization.

· Work Experience
· Worked as “Accounts Executive” in Swastic Enterprises, Chennai from                    Aug - 2015 to till date.
·  Worked as “Accounts Executive” in FUZION DÉCOR, Chennai - 600 0942.  From July-2014 to July-2015.
· Worked as “Service Executive” in M/S. Thyssenkrupp Elevator India P.  Ltd., Chennai - 600 092 from Oct - 2011 to June 2012.

· Worked as “Accounts Executive” in M/S. Popular Mega Motors India Ltd., Chennai - 600 092. (Dealer for TATA Motors) from Aug - 2009 to May -2011.

· Worked as “Accounts Assistant” in M/s. U C Mas Mental Arithmetic India Private Limited., Anna Nagar, Chennai from November 2007 to May 2009.

·  Job Responsibilities  

· Preparing Purchase Orders and verify the bills with Purchase orders and making 

     Debit Vouchers for the bills and assist to payment for bills.

· Maintaining of Cash Book and Bank Book.

· Maintaining of Ledger Accounts.
· Preparing of Purchase order & Sales Invoice 

· Preparing of Monthly GST. 

· Preparation of Trial Balance.

· Following the Vendors Payments.

·  Achievements  

· Individually handling all books of accounts.

· Full support given in finalization of year end accounts.      

· Projects Done :    Deposit of Public Services, Co-operative Bank, Thanjavur.

· Purchase Activities in Cauvery Super Market, Thanjavur.

· Job satisfaction of Employee’s in BSNL, Thanjavur.
· Academic Profile

· M. Com from  Bharathidasan University, Thanjavur with an aggregate of  69%.

· B. Com from Bharathidasan University, Thanjavur with an aggregate of 59%.

·       H.S.C from Govt. Higher Secondary School under State Board with an   aggregate of 65%.

· S.S.L.C from Gabiriyal Girl's Higher Secondary School under State Board with an aggregate of 67%.

· Technical Qualification

· Diploma in Computer Application (MS Word, MS Excel and Power Point)

· Tally ERP Version 9.0

· Personal Profile 

Father Name

: S. Sundarrajan

Date of Birth

: 18 July 1984

Sex


: Female

Marital Status

: Married

Language Know
: English, Tamil

· Reference 
Swastic Enterprises: Directly Reported to MD
M. Arun Balaji-9600059678

· Declaration


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

Date:



Place:

                                                                               

(Vimala R)

