[image: image1.png]



Senthilvelavan B

Plot No: 22 A, Thilagar Street, Ramaiah Street, Jaihindpuram,

Madurai -625011.

Mobile NO: 9943011025 & 7010614272.  Email: sentorch@yahoo.com

EXECUTIVE PROFILE

Summary of Qualifications 

Seventeen plus years providing office administrative, Operations, Accounts, & Auditing. Accustomed to meeting tight deadlines. Excellent telephone, interpersonal and organizational skills. 
EMPLOYMENT EXPERIENCE
· BRANCH Accounts manager 

  
                          2017 Sep to till now 

TTK Construction 
Joined as Branch Acountant & handled & Responsible for the following Activities:


· Day to day Transaction like, Cash & Banking Transactions 

· Accounts Maintaining ALL sites accounts in Tally
· HR activities like employee appointment, salary preparation, etc ...

· Co-ordinate with Site Employees,
· Preparing Outstanding stts and Wages to staffs by every week end.

· GST Preparation & Filling
· Preparing TDS for month on month
· Prepare accounts for Auditing 
· all other Accounts should maintained
· SALES & OPERATIONS 



                     2013 Sep to Aug 2017

hdfc life INSURANCE (Karaikudi branch) 

Joined as Sr. Associate – Customer Relations and handled & Responsible for the Following Activities:


Sales & Operations:
· Interaction with Customers for conversion of proposals into contract

· Giving reminders on Renewals / cheque bounce, & Lapse follow-up & reinstate the contracts

· Interaction with the Corporate Office related to customer, Advisor & Branch related issues
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PROFESSIONAL EXPERIENCE

Continued…

· Scrutinizing the New Business Proposals for Final Underwriting Decision.

· Revival Follow-ups & Collections.

· Claims Processing& follow-ups

· Ensuring adherence to Time Frame defined by IRDA

· Ensuring compliance to IRDA norms by communicating the Policy status to the customers

· Ensuring daily cash & cheque collection being deposited by next day without fail

· Entering the details in the Office Records, Forwarding them to the Corporate Office for completion of the contracts

· Maintaining MIS of the branch performance

· Coordinating with Medi Assist health care services for fixing up Medical appointments and dispatch of Medical Reports to HO

Finance: 





· Cash and Cheque Receipting

· Cash and Cheque Pay in Slip generation

· Imprest Cash Management

· ACCOUNTS INCHARGE 

  
             

2011 Jun to Sep 2013

KM Biomed

Joined as Accounts In charge and handled the Following Activities:


· Bank & Cash Transaction :

Co-ordinate with Bank and ensure the available balance in Bank

And cash in hand
· Branch Accounts :

Compute the amount of Cash in Branch

Maintain the Branch Exp. Accounts.
Service Tax preparation
TDS preparation

· Prepare and maintain the all other accounts related documents like, Invoices, petty cash, ledgers, daybooks, etc., independently of all kinds of establishments

· Maintaining Accounts in Tally 9.3 software
· Prepare the Payroll based on Attendance Register maintained in branch wise Absconding employees services like EPF, ESI, pending salary
· Prepare Salary Statement on Month basis.
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PROFESSIONAL EXPERIENCE

Continued …
CUSTOMER CARE EXECUTIVE 

          


  2009 Jan to May 2011

          RELIANCE LIFE INSURANCE CO LTD, (Theni branch)

Joined as CCE on Jan'08. As a CCE I handled the below tasks.

Handling Customer Care, Finance and Branch Operations.

Operations:

Scrutinizing the New Business Proposals for Final Underwriting Decision.

· Client Id & Contract creation through Life Asia Software

· Claims Processing& follow-ups.

· Responsible for the BPMS Process

· Ensuring adherence to Time Frame defined by IRDA

· Ensuring compliance to IRDA norms by communicating the Policy status to the customers

· Ensuring daily cash and cheque collection being deposited on the next day without fail

· Entering the details in the Office Records, Forwarding them to the Corporate Office for completion of the contracts

· Maintaining MIS of the branch performance

· Co-ordinating with TTK Health care services for fixing up Medical Appointments and dispatch of Medical Reports to HO
Customer Service:

· Interaction with Customers for conversion of proposals into contract

· Giving reminders on Renewals/ cheque bounce, and Lapse follow-up and reinstate the contracts

· Interaction with the Corporate Office related to customer, Advisor and Branch related issues
Finance: 



· Cash and Cheque Receipting

· Cash and Cheque Pay in Slip generation

· Imprest Cash Management

· Branch Reconciliation Statement for current Account

· All other financial activities related to operation of Branch. 

Achievements:

· Won the Quality Work Award in the year 2009 for Error Free proposals

· Implemented Audit Proof Process Documents for simplified workflow

· Quality Service Level Reports which helped in providing best service

· Renewal collection we completed 80 % of total premium

· Awarded ‘Commendable' Ranking in the Internal Audit conducted in the year 2008.
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PROFESSIONAL EXPERIENCE

Continued…

· ACCOUNTant




  
                       2007 to 2008 Dec

HOTEL BEST WESTERN GERMANUS – MADURAI 

Responsible for Business Operations in Madurai.  Handled administrative and advisory support for Accounts Manager. Coordinated progress reporting and assignments of AM.  Supporting the new & existing customers in terms of Operations and Accounts.
· Preparation of P & L Account, Balance Sheet and other aspects involved in Accounting transactions

· Budget preparation, plotting the actual & variance analysis 

· Periodical contribution statement & reconciliation with Financial a/cs

· Stock valuation of raw material, Work-in-progress, finished goods

· Prepare and maintain the all other accounts related documents like, Drs, Crs, petty cash, ledgers, daybooks, etc., independently of all kinds of establishments

· Maintaining Accounts in Tally 7.2 software
· Articleship – AUDITOR OFFICE 

  

 2005 May to 2007
Siva Subramanian & co., - Madurai .

Field Experience:

During the working periods I have acquired Excellent experience in the following areas

Accounting:

Preparation of Vouchers, Cash book, Ledger, Receipt books, Petty Cash book, Daybooks & Other Subsidiary books & presentation of Financial Statements Balance Sheet, Profit and Loss Account, Bank Reconciliation Statement, Etc., independently of all kinds of Establishments.

Auditing:

Handled independently Interim Audit and Final Audit of Company Accounts like Fund Office accounts and small Scale Companies.

Taxation:

Corporate Taxation like Companies and Partnership firms, etc., Filing of Retruns of individual assesses.
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PROFESSIONAL EXPERIENCE

Continued…

Educational Qualification / Professional Development

General: -

# Degree of Master of Commerce from Madurai Kamaraj University, Madurai, in the year 2007.
# Degree of Bachelor of Commerce from S.Vellaichamy Nadar College, Madurai, in the year 2005.

# Article ship finished from M/s. Siva Subramanian & Co., Madurai, 2004.

Technical: -

# Tally 6.3 in TCDS, Madurai.

# MCS from TCDS, Madurai.

# DTP from TCDS, Madurai.

# Diploma in Packages like, MS-Office, Ms-Access, VB 

# T/w – both Tamil & English – Higher – Ist Class from Pathi School of Commerce, Madurai.


Personal Details

Age & D.O.B




:
39, 19.11.1981
Languages Known



:
English, Tamil

Date  :


Place : Madurai







Signature
