SANTOSH KUMAR PRASAD
H.No. 11-1-52 Zinkalwada Near Sanathnagar Rly Stn/, Hyderabad- 500018
Mob: +91 (0) 8074232945, Email: santoshkumar2129k@gmail.com 
Date: ………………………
To,

M/s …………………… 

(Submitted through Internet)

Dear Sir/Madam, 

Enclosed please find a copy of my resume, which exhibits my extensive experience of more than 9 years in Accounts/Office Management functions mainly in the medium scale business sector. I sincerely believe that with my experience, qualifications and skills, I can be an asset, making immediate contributions to the organization. 

As you would note in my resume, I have made significant contributions to my employers. Currently working with Mohan Steel Corporation (Authorized Distributors of Jindal Steels - A.P & Telangana) at Hyderabad as Senior Accounts Supervisor, I continue to prove myself as a professional highly capable of donning many responsibilities. I am seeking an opportunity in your organization offering a greater responsibility and which can utilize my experience and skills for the growth of the organization. 
 My key skills are:

· Good communication skills.

· Analytical ability, critical thinking and problem solving.

· Positive attitude and professionalism. 

· Well known with Ms- Office.

· Development of periodical reports.

· Preparation of sales and purchase invoice.
· Preparation of Expenditure accounts and Petty cash book maintenance.
· Preparing of salary statement in excel..

Key achievements of my job profile include:

· As an Accountant Assistant at Gupta Metals, I performed at the best and met the expectations of my seniors.

· Being Senior Accounts Supervisor in Mohan Steel Corporation – Hyderabad, I introduced best Office management practices in various issues such as Management Information System, Maintenance of Books of accounts, Office Co-ordination, General Administration, Payroll, Online Eway Bills and Administrative Support to Management for smooth functioning.  

Although the accompanying resume illustrates my background well, I feel that a personal interview would better demonstrate my knowledge and abilities.  I feel certain my strong initiative and commitment to excellence coupled with demonstrated experience and leadership will be of immediate value to your organization. I would welcome a personal meeting to discuss your needs and my ability to meet them. Thank you for your time and consideration.

Sincerely,

Santosh Kumar Prasad

Santosh Kumar Prasad

S/o R N Prasad
Mob: +91 (0) 8074232945,

 Email:santoshkumar2129k@gmail.com
Synopsis: Professional with more than 9 years of experience in Finance, Accounts and Office Management functions mainly in the medium scale business Sector.  

Seeking Executive position in Finance & Accounts Department of a leading industrial unit.

CTC Expectation:

Best in the industry for my skill set


Key Achievements

· Maintenance of Books of Accounts, Cash/Bank Accounts & Petty Cash, Etc as per requirement of Statutory Auditors.

· Preparation of sales invoice and purchase invoice as per GST Act.

· Preparation of monthly Bank Reconciliation Statement.

· Preparation of Monthly GST report and Online Submission. 

· Debtor’s conformation.

· Performing periodical internal audit of Sales and Purchase.

· Preparation of Budget, Expenditure and other Management Information Systems. 

· Submission applications for online E Waybills.

Areas of Competencies 

· Experienced in medium scale business unit accounting as well as Office Administration. 

· Introduced best Office management practices in various issues such as Management Information System, Maintenance of Books of accounts, Office Co-ordination, General Administration, Payroll, Online way Bills and Administrative Support to Management for smooth functioning.  

Skill Profile 

· Tally  ERP 9
· MS Office Tools 

· Knowledge of internet for applying online E Waybills and GST Returns.

· Preparation and submission of MIS for the management.

Professional Experience
Worked in GUPTA METALS
Accounts Assistant: from June 2009 to Mar 2010.  
Worked in Mohan Steel Corporation (Authorized Distributors of Jindal Steels – Telangana & A P) April 2010 to Oct 2018
Job Profile

· Preparation of sales and purchase invoice.

· Maintaining Expenditure accounts.
· Maintenance of Books of accounts, cash Bank accounts & Petty Cash, Etc as per requirement of Statutory Auditors 
· Review the accounting reports accounts receivable / accounts payable / petty cash book for accuracy and completeness.
· Performing Official communications through Internet 

· Checking the day to day books of accounts of parties i.e. Invoices, Payments, Journal entries, cash payments, Bank reconciliation statements and etc.

· Reconciliation of Debtors and Creditors.

· Entries of all the Debit and Credit notes and their reconciliation

Achievements

· I performed at the best expectations of my seniors.

Working in DVB Design + Engineering 

Seniors Accountants Supervisor: from 18 Oct 2018
Job Profile

· Maintenance of Books of accounts, cash Bank accounts & Petty Cash, Etc as per requirement of Statutory Auditors 
· Closing of Inwards & Outwards, Bill of Entry & Shipping Bills 
· Review the accounting reports accounts receivable / accounts payable / petty cash book for accuracy and completeness.
· Preparation of Monthly GST report and Online Submission. 
· Preparation of monthly Bank Reconciliation Statement.

· Debtor’s conformation.

· Preparation of sales invoice and purchase invoice as per GST Act.

· Performing periodical internal audit of Sales and Purchase.

· Maintaining Expenditure accounts. 

· Submission applications for online E Waybills.
· Ensures that the Companies  records are accurately updated and maintained
· Taking care of payments, receipts, cash payments, journal entries and etc
· Checking all vouchers and approving the payments to prevent overcharging and to ensure that claims are in line with the Company Policy
· Prepare required documents/schedules as per the audit requirements of our external auditors and drive the audit to closure.
· Recording day to day transactions, Purchase, Sales, Debit Note, Credit Note, Issuing cheques to vendors on time, etc.
· Preparing Management Information System (MIS), report for top management.

· Preparing Departmental Income & Expense statement to analyses the performance of a particular department.

· Filling on time all statutory payments like TDS, Service tax, & Professional Tax, Monthly PF.

Education

	Course
	Institution
	Year of Passing 
	% Marks

	MBA(Finance)
	Hasvita of Engineering & Technology affiliated to JNTU.
	2017
	65%

	B.Com (Computers)
	Nova Degree College affiliated to Osmania University.
	2008
	 56%

	Intermediate

(CEC)
	New Science College
	2005
	 46%

	S.S.C
	St Xavier’s High School
	2003
	 53%


Personal Details

· Date of birth: 

          4th August 1988
· Languages: 

          English, Hindi, Telugu and Bhojpuri
Address for Communication:         Santosh Kumar Prasad, S/o R N Prasad 
     H.No 11-1-52,Zinkalwada Near Santhnagar Rly Stn 

     Hyderabad-18   

Mob: +91 (0) 8074232945,

 Email: santoshkumar2129k@gmail.com






