Skylar
E-mail Id: skylarXXXXXX@gmail.com
Contact No: 2025********
Career Summary
· An analytical and honest professional with 4 year of work experience and expert knowledge in Tally, Account Data, Payroll, ESIC, PF, PTAX, Service Tax & other Statutory Accounts.
· Expert in interacting with other group companies for accounts purposes.
· Proficient in team member, determined & quick learner with good interpersonal skill.
· Expert in analyzing the business proposals specially in financial terms.
Personal Qualities
· Self motivated.
· Excellent communication skills.
· Ability to work in group as well as in team.
Key Responsibilities Handled
· Enter posting of purchase, sales, payment, receipt collection & journal voucher.
· Verification of bills & reconciliation of total turnover.
· Bank, Debtors & Creditors Reconciliation.
· Maintain cash transaction & petty cash book, preparing cash.
· Day to day cash & bank transactions.
· Preparing outstanding list of Debtor & making Payment follow-up.
· Preparing of Tax invoices, Vouchers & Agency Payment.
· Sales & Purchase total reconciliation of accounts calculating VAT.
· Reconciliation of Bank Statement at the end of month.
· Service Tax , Vat Return ,E-TDS Return Filling , Income Tax E Return Filling & other government taxes calculation
· Maintain salary register in MS-Excel.
· Maintain Balance sheet & profit & Loss.
Employers
· Working as Account Assistant in III Industries from 2010 to Present.
· Worked as Account Assistant in OPY Company from 2008 to 2010.
Academia
· MS-CIT Examination from XXX Gov. with 75%.
· SSC in April 2004 from XXXX College.
· HSC in April 2006 from XXXX college.
Personal Details
· Date of Birth: 01/02/1991.
· Language Proficiency: Spanish, English , French and Chinese.
· Address: XXXX.
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