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Summary:
· Total 10 years of experience in Book keeping, Accounting, Auditing, Taxation, Administration operation and Banking in Financial Sector.

· Professional with a responsive approach, with a total experience of Banking, Accounting & Admin Operation.

· Deft at managing the service business to meet operational and business plans.

· Significant experience in managing processes & ensuring conformity to preset processes / quality parameters.

· Exemplary communicator with excellent interpersonal, analytical and accounting skills.

· Strong customer focus and desire to provide customer satisfaction to achieve long term goals.

· Hands on experience and strong knowledge of operations by the ability to manage and lead a team to targeted results.

· Proficient in grasping new technical concepts and utilizing them in an effective manner.

· Exploit my knowledge, skills and sense of dedication towards my duties with the aim of achieving the progress of organization.

· A self-motivated team player with strong communication, relationship management and problem solving skills, Cope with the Group members.

· Communicate ideas in a simple and clear fashion, Dynamic, Sincere and Hard work.
Professional Work Experience:

The Bay International School & Junior College, - Chennai 
         (May2017 – Till Now)
Role:  Manager Accounts   - Administration 

Islamic International School & Junior College, - Chennai          (February2015 – April 2017)
Role: Assistant Manager Accounts - Administration 
Freelancing Accounting Work                                                           (April 2014 – January 2015)
Role: Book keeping and Accounting 
HDFC Bank Ltd., - Villupuram  



                           (April 2013 – April 2014)

Role: Assistant manager – Teller Branch operations
K.S. Memorial Education Trust



                   (September 2010 – March 2013)

Role: Assistant Accountant & Tax Consultant
Good Earth Makers Pvt. Ltd 



                        (June 2009 – August 2010)

Role:  Admin officer - Customer Service Provider 
Education & Certification:

M.B.A [Financial Management]



                2013 – 2015
School of Distance Education - Bharathiyar University.
M.B.A [General] (H.R)

 



2010 -
2012

Directorate of Distance Education - Pondicherry University
.

B.Com (Corporate Secretaryship)




2006 - 2009

Saradha Gangadharan College - Pondicherry University.

Certification:
· Tally 9.1 Certified Professional at Pondicherry Institute of Co-operative Management.

· D.C.A (Diploma in Computer Application) at Navayuga computers.

· Participated in seminar about “Recent Trends in Banking” at Muthayammal College of Arts and Science, Rasipuram, Namakal District.

· Participated in National conference about “Customer Relationship Management” at Annamalai University.     
COMPUTER PROFICIENCY

· Operating system
:    
 WINDOWS  XP, Vista Windows 7 and  Windows 8
· Packages 

:   
 MS-OFFICE 2000, 2003, 2008 and
 Tally ERP.9
AREA OF INTEREST
· Manager /Assistant Manager role
· Accounts Executive (or) Accountant
· Administrative jobs on Operations

ACADEMIC PROJECTS
Title


:
Performance and Analysis of Export Oriented Unit in 2009
                                                           (A Special Reference to Padhmam Herbal Care pvt .Ltd.)        

 Duration

:             for an academic semester in final year.

 Highlights

:             Indian Export of cosmetics in Export Oriented Unit.

 Description

:             Trend of Exporting the Cosmetics products in Export Oriented Unit      

                                                           During Recession Periods.
 Title


:
A Study on Job Satisfaction at Nithya Packaging Pvt. Ltd in 2012
  Duration

:
for an academic semester in final year.  

  Highlights

:
Analysing Job Satisfaction level in industrial area.

  Description

:
Study help to analyze the Job Satisfaction level in their business     

  



Organization.
PAPER PRESENTATION
· “Recent Trends in Stock Exchange” In synergy 2008 at Saradha Gangadharan College,      Pondicherry.

· “Components of Effective Production Management” in the National Level Seminar on

· Innovative Practices Management at A.V.C College of Engineering, Mayiladuthurai.
EXTRA CURRICULAR ACTIVITIES

· Event organizer in college symposium.

· Participated in debate and essay competition. 

· Participated in sports and cultural events.

· N.S.S. Special Camp held under the theme of “youth for cleanness”.

· N.S.S “Medical and awareness camp for mentally challenged” held at Bharathidasan College of women’s college in puducherry.

· N.S.S “eye camp” held at Vallalar Govt.High School.
INDUSTRIAL TRAINING
Title



:
Process of Yarn Manufacturing.

     Organization


:
The Lakshmi Mills Company Limited.
     Duration


:
1 Day

     Highlights


:
To know about manufacturing yarn from raw Cotton
Title



:
Manufacturing of Tea.

    Organization


:
Nilgiri tea estate.                             

    Duration


:
1 Day

    Highlights
  

:
To know about various processing, grades and varieties of      






Flavor’s in tea. 
PERSONAL VITAE
    Name


:          Syed Arshad Hussain     


    Father Name


:          Syed Althaff Hussain
    Date of Birth


:          20th February 1989.    

    Age        


:          29.
    Sex        


:          Male.
    Nationality


:          Indian.
    Marital status                             :          Married.

    Number of dependents           :          Five.
    Mother Tongue

:          Urdu.
    Languages Known

:          English, Hindi, Tamil and Urdu.
    Address


:          No.128, Muthaiya Mudaliyar Street, Muthialpet, 

                                              
           Pondicherry - 605003.

    Passport status         

:          Active. 
    Driving license                           :         LMV, MCWG and MCWOG
DECLARATION
I hereby declare that all the above details given by me are true to the best of my knowledge and all the testimonials will be provided whenever called for.

Place:
Pondicherry.                                                                                                                

Date:
30.09.2019
            





  (Syed Arshad Hussain. A)
Reference:
  Mr. Javid. H                                 Mr. Chinna kanan.      
     Mr. Muralidaran K.N                      
  H.R. Admin Manager                          Branch Head: -                                   PROGRAME CO-ORDINATOR
  The bay International School &    HDFC BANK LTD. 

     K.S.MEMORIAL EDUCATION TRUST,
  Junior College-CHENNAI                   - VILLUPURAM  

     - PONDICHERRY
  2/159 E.C.R. Road, Injanbakkam,     NO: 19, TPK NAGAR,

      2/3 II MAIN ROAD,

  (Next to Food Village),                         OPP.TO NEW BUS STAND,
      VENKATA NAGAR,  
  Chennai-600115,                                   VILLUPURAM BRANCH,                    PONDICHERRY-605011,   
  CONTACT: 9884481113.                     VILLUPURAM -605602,     
      CONTACT: 9843277290.   
     CONTACT:+91-8489911071.
--------------------------------------------------------------------------------------------------------------------------------------------

The Bay International School & Junior College, - Chennai 
         (May2017 – Till Now)
Role: Assistant Manager Accounts   - Administration 

Job Responsibilities:
· Approving Expenses Voucher, Maintaining Fees details, Receipts, Expenses etc. in tally package.

· Maintenance of Bank Entries, and Reconciliation of Bank Statements in Tally.

· Knowledge  in TDS Calculation  procedures, Professional Tax workings with Authorities Etc.,
· Analyzing and reporting the pending fees Status and Pending Bills and Outstanding Approval’s from Head office Mumbai.
· Knowledge in repository for all team members on day to day Admin Operational Works and direct reporting to Vice-Principal
· Co-coordinating with Finance Head, chartered accountants and Tax filling authorities during finalization of accounts.
Islamic International School & Junior College, - Chennai (February2015 – April 2017)
Role: Accounts Executive - Administration 

Job Responsibilities:
· Approving Expenses Voucher, Maintaining Fees details, Receipts, Expenses etc. in tally package.

· Maintenance of Bank Entries, and Reconciliation of Bank Statements in Tally.

· Knowledge  in TDS Calculation  procedures, Professional Tax workings with Authorities Etc.,
· Analyzing and reporting the pending fees Status and Pending Bills and Outstanding Approval’s from Head office Mumbai.
· Knowledge in repository for all team members on day to day Admin Operational Works and direct reporting to Vice-Principal
· Co-coordinating with Finance Head, chartered accountants and Tax filling authorities during finalization of accounts.
Freelancing Accounting Work                                                      (April 2014 – January 2015)
Role: Book keeping and Accounting 
Job Responsibilities:
· Management of Accounts of concern like... hospitals, hotels, Schools, colleges, trusts, exporting companies.., traders and Individual accounts ,etc. in Tally Knowledge in Sales Taxes .etc…, 

· Entering of Daily Expenses, Bank Entries, Purchase, Sales invoices and Reconciliation of Bank Statements in Tally for finalizing of accounting book for Auditing.

HDFC Bank Ltd., - Villupuram  



          (April 2013 – April 2014)

Role: Assistant manager – Teller Branch operations
Job Responsibilities:
· Work-queue management.

· Monitoring of cash receipts, payments. Processing of cheques for outward clearance

· Branch Administration

· Cash Management 

· Active signup with corporate clients and salary uploading.
· Liable of all Forex related services – FES, Fcy DDs, inward remittance, Trade services (Outward / Inward Documents).

· Major responsibility in maintaining critical audit related activity 

· Dispensation of RTGS and NEFT transfers 

· Reconciliation and maintenance of all accounts, General Ledger and large cash transactions

· Monitoring staff productivity

· Furnishing fortnightly reports – Suspicious / TOD transactions.

· SME / knowledge repository for all team members on day to day Operations.
· Planning and Organizing BAU functions.

· Sales of banking products to customers through influencing skills by understanding customer requirements by crossing and bundling of products.
K.S. Memorial Education Trust



    (September 2010 – March 2013)

Role: Assistant Accountant & Tax Consultant
Job Responsibilities:
· Preparation of Voucher entries, Purchases, Sales, Receipts, Expenses etc. in tally package.

· Preparation of Daily Expenses, Bank Entries, Sales invoices and Reconciliation of Bank Statements in Tally.

· Knowledge  in VAT (Value Added Tax), TDS procedures, CST details Etc.,
· Accounting management of trust accounting books.

· Co-coordinating with chartered accountants during finalization of accounts.
Good Earth Makers Pvt. Ltd 



            (June 2009 – August 2010)

Role:  Admin officer - Customer Service Provider 
Job Responsibilities:
· Replying to E-mails and customer queries on behalf of the company, answering to telephone calls.
· From potential customers who have been solicited through advertisements.

· Offering timely, consistent and expedient responsive support of customer satisfaction and 
· Conveying information effectively.

· Perfect database management related to customers containing, Such as name, address, and payment method, and enter orders in database format in file management.

· Administrating group members and also managing petty cash book.

· Providing a forex alert signal for customer through remote desktop.

· Submitting weekly and monthly records to the management regarding performance details of employees, Controlling and coordinating team members thereof.

AREAS OF EXPERTISE:-
Operations Management:-

· Implementing term plans for achievement of process objectives. Handling operations and leading teams for excelling business targets & service delivery metrics.

· Managing customer service operations inclusive of conceptualising & implementing short / long term plans, assessing customer feedback, evaluating areas of improvement & providing critical feedback.

· Preparing MIS reports & other statements with a view to apprisal management of Process operations and assist in critical decision-making process.

· Ensuring adherence to pre-set process conditions and audit readiness.

· Envisage short-term objectives that are needed as a milestone towards accomplishing long term organisation goals.

Process/ Continuous Improvements

· Exposure to various process improvement techniques/ tools.

· Participated in various process/ continuous improvement initiatives aimed at reducing cost and streamlining the process.
Process Management

· Mapping client’s requirements; assisting in developing, implementing and transitioning processes in line with the guidelines specified by the client.

· Preparing Standard Operating Procedures, Manuals to facilitate smooth functioning of processes, ensuring conformance to Service Level Agreements.

· Monitoring the overall functioning of processes, identifying improvement areas and implementing adequate measures to maximize customer satisfaction level.
Team Management

· Managing & monitoring the performance of teams, to ensure efficiency in process operations and meeting of individual & group targets Client Relationship Management.

· Facilitating a cohesive environment for the team to work and fostering a winning atmosphere for achieving success.
Client Relationship Management

· Assessing client requirements and providing them with appropriate solutions. Ensuring prompt redressal of their complaints to achieve high customer satisfaction levels.
· Identifying improvement areas & implementing measures to maximise customer satisfaction levels.
SIGNIFICANT ACHIEVEMENTS

· Credited for setting up process flow maps, SOP’s to enable seamless operations.

· Recipient of various awards for outstanding performances in topping productivity charts.
