CURRICULAM VITE

Mrs. ANU BIJU





Ph: 9910238970 

E-mail: pavubiju37@gmail.com 

POST APPLYING FOR
:
Accountant 

Profile Summary

Result-oriented Professional with over 16 years of experience in Accounts, Finance, Accounts payable, Accounts Receivable, MIS Reporting, Service tax, Cash Management, Cash Voucher, Petty Cash, Invoice Processing, General Ledger,TDS,Variance Analysis

Personnel profile
Name before marriage


:  
Anu K Mathew.

Date  of  Birth



:  
24/05/1982

Gender 



:  
Female

Marital Status



:  
Married & blessed with two daughters.

Husband Name


:  
Mr. Biju Thomas,

Academic Qualification 

· Passed B.Com  from Mahatma Gandhi University of Kerala in April 2004 with 59%.

· Passed V.H.S.E ( 10 + 2) from Kerala state Board in April 1999 with 55%.

Computer Literacy
· Passed Advance Diploma in Computer Application from ‘DOEACC’ Govt of India Kerala in 2001.

Computer packages known
DOS, Windows 98, 2000, XP, MS –Word, MS- Excel, MS- Power Point,  Internet Explorer, E-Mail and MS- Outlook Express.

Accounting packages known
Tally 4.5, 5.4, 6.3, 7.2 & ERP  9.0

Work Experience:
· Working with Delicious Cashew Company as an Sr.Accountant cum office Coordinator from July 2011 to till date.

Job Profile

· Voucher preparation in Tally ERP for all Expenses.
· Invoice Generating for Clients
· Maintaining Ledger of all accounts.
· Follow-up of payment from clients
· Scrutiny of all ledger account along with cash voucher, cheque voucher and bills.
· Handling day to day petty cash expenses, bank vouchers and accounting in Tally
· Bank Reconciliation every month.
· Keeping track on all general bills payment like telephone bill, electricity bill, stationary bill etc..
· Records maintaining in excel format for daily reporting of account status to Director
· Coordinating with C.A for finalization of account.
· Preparing quarterly ETDS returns and file 
· Preparing Monthly Revenue (depending on revenue collected & invoice raised for the month). Preparing special report as per director’s requirement.
· Preparing Invoices on the basis of MIS.
· Profit & Loss a/c preparing as per each event activity
· Responsible for TDS, Profession Tax & Service tax payments.
· Preparing data for GST return filing for R1 and 3B and checking GSTR 2A
· Managing daily Office routine works and handling Sales persons & assigning them the sales work. 

. Previous Work Experience:

· Worked with M/S:Ahujasons Surgicals & EURO Medi Tools Pvt Ltd as an Accountant from December 2009 to June 2011.

 
 Worked with M/S. Shilton Consultant, as an Account trainee / Asst Accountant and later promoted as Accountant from November 2004 to December, 2009

Languages Know

:   English, Hindi and Malayalam.

Salary Drawing

:  Rs.22000/ + Conveyance - Monthly
Salary Expectation
:    Negotiable. 

Date :   
Place :    New Delhi.      






(Anu Biju)
