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ACADEMIC BACKGROUND 

 

PROFESSIONAL EXPERIENCE 
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 Issued paychecks to vendors and other employees on a monthly basis 

 Reviewed employee pay adjustments using the proper accounting procedures 

 Reviewed and approved the fixed asset invoices and journal entries 

 Collected invoices for new assets, completed transfers within and between organizations 

 Planned budget for activities such as educational outings, sporting and school annual events  

 Provided cash position reports including forecast on expenses of warehouse and purchasing 

department 

 Administered school procedures by counseling parents on admission criteria, collate 

applications for admission and monitor criteria being applied consistently 

 Dealt diplomatically with telephone enquiries and visitors on behalf  of the Directors 

 Served as a liaison between the organization and clients on progress over safety & 

education quality  

 Participated in scheduling the yearly planogram for students including teachers 

 Performed secretarial, clerical tasks such as copying, laminating & running school errands 

 Making  appointments and maintaining the minutes of meetings 

 Supporting HR operations in generating the leads, hiring, training, disciplinary action and 

termination 

 Maintaining HR records by designing a filing and retrieval system, keeping past and current 

records 

Accountants Executive 

      Capgemini Business Services Private Limited  

 08 August 2016 - 03 May 2017 

 Extracted data, bank statements from various reporting tools and created books of accounts  

 Maintained files and documentation thoroughly and accurately, in accordance with 

company policy and accepted accounting practices. 

 Performed GL Module in accounting softwares such as STEEB, Sage & ProAlpha to work in 

complex environment with strict deadlines on projects 

 Handled accounting and related system reports for accuracy and completeness to include 

auditing records and transactional data. 

 Managed entire accounting cycle including journal entries and proper general ledger coding 

in support of accurate closings. 

 Prepared monthly, quarterly & yearly reconciliations of all bank accounts to achieve 

accurate validation of accounting reports. 

 Partnered with auditors on annual audits and realized compliance with legal tax guidelines. 

 Maintained Fixed assets and depreciation schedules 

 Reviewed accounting structures and procedures on regular basis to identify areas in need of 

improvement. 

 Prepared various journal entries in GL Module like Accruals, Salaries, Wages, etc. 



 
 

 

 

 

 Analyzed and performed tasks related to foreign currency exchanges for closing of accounts. 

 Worked closely with AR, AP and payroll team in obtaining and processing information 

accurately into financial system 

 Ensured financial statements including balance sheet are in accordance with GAAP 

requirements. 

 Contributing a strong client relationship through positive interaction with client personnel. 

 Maintaining client confidence and operations by keeping financial information confidential. 

 Communicate with manager on work status & client issues that arise 

 Securing financial information by completing database backups 

 Prodece error-free accounting to summarise the financial status, 

ADDITIONAL COURSES 

Post Graduate Diploma in Education Administration & Management 

TRAININGS AND PROJECTS 

 Campus to Corporate Training conducted by the MGR Placement, Hosur 

 Inplant Training project in Shardlow India Limited, Hosur 

 Study on Job Satisfaction in Geethanjali Industries, Hosur 

 BPO Training Program organized by Tata Consultancy Services, Bangalore  

 Professional Skill Development Training at iPRIMED Education Solutions Private Ltd., E-city  
 

References & supporting documents to be furnished upon request 


