TALLY+PEACH TREE+QB/
DACAEASY

Strong Organization Skill /
Ability to work under pressure

Quick to learn with
Excellent Retention Power

SIFANA

ACCOUNTS ASSISTANT /
ADMINISTRATOR

| would like to offer my candidature for a suitable post where my
computer knowledge and skill can be utilised and enhanced. Enclose
my Bio-Data, and | hope my particulars will be of interest to you. |
shall be most grateful if you kindly extend me an opportunity to prove
my mettle and, to serve your esteemed organisation.

On Going

2015

2013

2018 - Present'

B.Com

Plus Two - Humanities

SSLC

Accountant/Admin Assistant

MAK MARKETING (V STAR
DISTRIBUTION)

«I» Prepares journal entries, cash, and
inter-fund transfer

«ls Writing up forms and manuals for
Accounting and book keeping personal
«l» Controlled accounts payable and
accounts receivable

«I» Keeping financial control records for
expenditures, allotments receipts, and
encumbrances

oI Insuring that all invoices and staff
reimbursements are paid accurately

«l+ Accounting in tally ERP9 of different
expenses and income bills with different
taxes like GST ,and TDS

*l» Preparing GSTR-1 and GSTR-2
reports through tally ERP 9

ol» Prepared summaries of current
financial status by collecting
information; preparing balance sheet,
profit and

loss statement and other reports






