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Career objective

· As an Admin & Accounts I will coordinate and control all activities in an office effectively and efficiently which would help the organization to achieve its objectives and goals with satisfied customer?
Professional attribution.

· Over 18 .0 of experience in Accounts and administration.
· Extremely skilled in facilitating information flow between different departs and key program members.
Present: -

· Company Name: STERLING WILSON PVT LTD – MUMBAI (Billing Executive) Project
–Engie 200MW Solar construction at Radhanesda- Village at Gujarat-State

· SB ENERGY SOLAR PVT LTD 250MW, ULTRA MEGA SOLAR PARK, NP KUNTA VILLAGE ANATAPUR.
· GRT Jewellers India Pvt Ltd, 35MW Harij-Gujarat-State
· Soft Bank Pvt Ltd, 100MW Bhadla-Rajasthan-State
· Dinkar Technologies Pvt Ltd, 50MW Jogipet-Telangana-State
· NV-Vogt Solar One Pvt Ltd, 22MW Gadwal-Telangana-State
Roles & Responsibilities. (Present work experience)

· Preparing the project work billing and submit to Client for payment process
· Checking Sub-Contractor billing and forward their bills to HO for payments process
· Reviews project activities for compliance with procedures and standards.
· Manages the support and provision of project tools and equipment.
· Manages data security, software and license control.
· General office administration, Security management, housekeeping, travel management.
· Liaisoning, effective maintaining of statutory compliance, inspection of safety norms with safety department co ordination.
· Maintaining accounts for site operation of miscellaneous expense, create of PO for vendors
· Inspection of sub contractors wage documents, muster roles, work orders & PO documents.
· Contract management details maintain of MIS reports & site sub contractors documents with statutory note.
· Managing repair, maintenance & Replacement of office equipment’s, appliances, furniture,
Vehicles, Building etc.

· Adept at managing administrative activities involving purchase of all office equipment’s.
· Handling the stationery & Gift items for providing to employees requirement source.
Meeting room allocations:-

· Maintaining calendar plans, scheduling & fixing meetings /conferences in training rooms, mini conference & V.C rooms for internal employees, auditors, distributors, channel partners other vendors.
· Coordinating between the staff & external executives and arrange meetings
· Last working company in Vasanthi Heavy Machining Pvt Ltd as Accountant and Administration, Hyderabad.
Roles &Responsibilities (Previous work experience) Accounts and Administration:-

· Maintenance of MIS Tracker pertaining admin works and highly basis.
· Monitoring of House Keeping Activities
· Handling petty cash expenses
· Entry the accounting vouchers in Tally ERP 9 and send the data to CA for preparing the Balance sheet
· Prepare the Enquiry’s and and Purchase Orders
· Prepare the Tax invoice and send to client for payment purpose and follow-up the payments regularly.
· collect the employees joining formalities i.e offer letter, Education Certificates, work experience certificates, valid id proof, appointment letter, salary slips etc and Keep those records
· Maintain the employees attendance and prepare the ESI & EPF then submit online monthly basis
· Budget cost control budgeting.
Vendor Management:

(Vendor Payments).

· Verifying received invoices of goods, services, &Imprest vouchers transactions, comply with company policies and procedures.
· Preparing invoices with giving approval & sent for superior’s approval. Process backup reports after data entry.
· Maintain of records with vendor tracking system for paid & unpaid invoices with vendor wise.
Update payment cheques, Neft transaction details with vendor wise.

(Vendor Tie-up).

 Examination of vendor competence, reliability, finance compliance, professionalmanpower,supply on- time of good / servicesexpected quality measures.

· Maintaining records of statutory company docs with creating vendor code through online (Technical) part with exact measure of approach.
· Last working company in Rallis India Ltd as Store Assistant, Hyderabad
Roles &Responsibilities (Previous work experience) Store material Handling:-

· Maintain the Material records and checked the material regularly
· Issue the materials to manufacturing plant for packing purpose and Technical plant for batch preparation purpose.
· Audit the store material monthly wise.
· Painting the bulk drums in stock yard before dispatch the material.
Academic Highlights

I have completed B.B.A from Annamalai University -2007

Software Proficiency:

MS OFFICE: WORD, EXCEL, MS- OUT LOOK - POWER POINT

Accounting : Tally ERP 9
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