RESUME
Name:  VIJAYALAKSHMI BASKARAN
Mobile: (+91) - 7358287911                                                                                    
Email:  vijayalakshmi0874@gmail.com
Career Objective:

Result oriented professional with 24 years of experience and a knowledge of backoffice operations, customer service and also confidential correspondence.  Aiming to leverage my skills to succfessfully fill the Accountant role at your Company.

Professional Experience:

(I) Allied Steel Tubes – Junior Accountant – June1992 to July 1996 
· Reviewed & Processed invoices, Sales Tax and Purchase Orders ensuring the accuracy of all data.

· Preparing Petty Cash Vowchers, Maintaining all Accounting Records & Files
· Reconciliation – Debtors,Creditors & Bank

· Preparing monthly Statements – Drs. & Crs.
(II) Pulsars – Administration Department – 27.03.1997 to 30.04.2007
· Petty Cash Handling
· Preparing Invoices,Excise,PF & Esi

· Reconciliation – Drs. & Crs.

· Secretarial Work 

· Payment Follow up

(III) iMarque Solutions Pvt. Ltd. – Human Resource Executive – 02.05.2007 to 
               22.08.2009.
· All HR Activities
(III) Sri Lakshmi Vinayagar Enterprises – Accountant – 01.04.2013 to till today
· Reviewed & Processed invoices, GST Returns ensuring the accuracy of all data.

· Preparing Bank & Cash Vowchers, Maintaining all Accounting Records & Files

· Reconciliation – Debtors,Creditors & Bank

· Preparing monthly Statements – Drs. & Crs.

· Petty Cash Handling

· Payment Follow up

Education Profile:
B.Com – Madras University.
Technical Education :

Typing – English – Higher Passed

Responsibilities:
Prepare, examine or analyze accounting records, financial statements or other financial statements or reports to assess accuracy, completeness and conformance to reporting and procedural standards.

Reports to management regarding the finances of establishment.

Develop, implement, modify and document record keeping and accounting systems, making use of current computer technology.

Establish tables of accounts and assign entire to proper accounts.

Computer taxes owed and prepare tax returns, ensuring compliance with payment, reporting or other tax requirements.
Develop, maintain and analyze budgets preparing periodic reports that compare budgeted costs to actual costs.

Personal Details:
Name

   
:         Vijayalakshmi Baskaran
Marital Status
:         Married
Nationality

:         INDIAN
Address                   :        Plot No.14, Door No.S2, KC Gokulam Apartment, 



         Middle Street, Vaishnavi Nagar, Chennai – 600 062

Date
: 07.07.20








Place 
: Chennai-109
