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 A C C O U N T A N T  C U M  A D M I N

To Pursue and excel in a growth-oriented
organization in order to utilize my skills
and experience for the growth and
prosperity of the organization which will
simultaneously facilitate my career 
and professional growth.
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Ensure that company accounting records are prepared and updated accurately in a
timely manner.

Compile financial information to prepare entries to the system. Data Entry in
Accounting Software of all accounting records.

Preparation of Leave Salary, Gratuity, Final settlements and dispatch.

Assisting in Finalization of Financial Statements. Preparation of Monthly payroll and
processing

Maintenance of Assets and Inventory list. Monitor and review accounting and related
system reports for accuracy and completeness.

Preparing Cash/Debit vouchers, Journal Vouchers, Receipt Vouchers & computing

Liaison with External auditor in finalization of accounts.
 Planning and preparation of monthly Budget. Handling of Petty cash and Preparation
of statement.

 Preparation of quotation, purchase order, Delivery note, Invoices and Debt out
standing statement.

      Accounting Software.

JOB ROLE

DECLARATION

I hereby acknowledge that the above information is true and correct to the best of my
knowledge, and references will be provided upon request.

LANISHA.K


