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PROFESSIONAL SUMMARY 

 

Capable professional successful at managing multiple projects & consistently meeting deadlines 

under pressure. Extensive knowledge of hypermarket processes & skilled in regulatory 

reporting. Proficient in supplying quick responses to financial enquiries from internal 

management & potential clients. Specialised in management of hypermarket & cash office. 

 

SKILLS 

 

 Extremely organized and great time management skills. 

 Proficiency in computers and book keeping software,  strong typing skills. 

 Capable of learning company system with minimal supervision. 

 Familiarity with Microsoft office suite and Google Docs. 

 Proficiency with windows operating system. 

 Excellent supervising skills. 

 Strong communication skills. 

 

WORK EXPERIENCE 
 

AAK HYPERMARKET, AAK MALL                                                      18 SEPTEMBER 2019 TO 10 FEBRUARY 2020 

CASH IN CHARGE – ACCOUNTS                                                                          TIRUR, MALAPPURAM, KERALA 

 

DUTIES AND RESPONSIBILITIES 

 

 Managing petty cash. 

 Issue float money to the cashiers, shift closing & EOD processing. 

 Cash flow management (preparation of cash inflow and outflow statement, timely 

fulfilment of fund requirement). 

 Preparing and depositing daily collection of cash sale to bank, arranging change (coins & 

currency) from bank and also dealing all bank related duties. 

 Managing POS and solving all POS related issues. 

 Daily basis reporting to HODs (Daily sale report, cashier settlement summery, card 

transaction report etc.). 

 Preparing bank reconciliation statement. 

 Communication to floor managers & supervisors. 
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CENTRAL HYPERMARKET, CENTRAL FORTUNE LLC.                       25 JANUARY 2017  TO 15 AUGUST 2019 

SHOP IN- CHARGE CUM ACCOUNTS                                                   MUSCAT, SULTANATE OF OMAN  

 

DUTIES AND RESPONSIBILITIES 

 

 Handling petty cash. 

 Issue receipts, refunds, credits or change due to customers. 

 Issue float money to the counters, shift closing & EOD processing. 

 Pay company bills by cash vouchers or cheques. 

 Keeping the track of all running expenses in the shop. 

 Prepare monthly report of income and expenses. 

 Process merchandise return and exchange. 

 Compile and maintain non monitory reposts and records. 

 Allocate cash to different departments, divisions and ensure that the direct staff complies 

with it. 

 Effective entrustment of banking transactions- secrecy maintained in net banking and all 

monetary transactions. 

 Operating scanners cash registers and other electronics. 

 Assist accounts manager with all records. 

 Maintaining good rapport with suppliers or venders, timely communication regarding 

payment receipts with regards to suppliers. 

 Preparing LPO, quotations and regular updates in purchase entries and processing of 

returns in purchase order. 

 Advisory to purchase manager in ordering stocks with regards to cash flow. 

 Knowledge in periodic stock takings with PDT machines.  

 Managing daily and weekly staff shifts. 

 Accessing and maintaining company mails with timely reverts and communicating the 

same to upper management. 

 Effective link between top and lower management. 

 Assist HR manager in pay rolls by generating reports from biometrics. 
 

 

LULU INTERNATIONAL SHOPPING MALL PVT. LTD.                          01 MARCH 2014 TO  10 JANUARY 2017 

ACCOUNTS EXECUTIVE- CASH OFFICE, HYPERMARKET DIV.                                            EDAPALLY, KOCHI 

 

DUTIES AND RESPONSIBILITIES WHILE JOINING 

 

 Cash flow management (preparation of cash inflow and outflow statement, timely 

fulfilment of fund requirement). 

 Management  of cashiers settlement ( Supply of opening floats to cashiers, making 

available change to cashiers, daily basis cash settlement). 



 Transaction with banks (Daily basis deposits, preparation of fund flow statement, 

resolving customer complaints related with credit card settlement issues, reconciliation 

of bank statement). 

 Daily basis reporting to HODs ( day today cashier settlement summery, credit sale 

report, offline online    credit card transaction report, customer advance report, summery 

of issued promotional gift vouchers). 

 Communication to floor supervisors. 

DUTIES AND RESPONSIBILITIES WHILE RELIEVING:- 

 

 Daily card transaction monitoring. 

 Card commission % monitoring. 

 Reconciliation of monthly card receivable account. 

 Monthly FIRC monitoring. 

 Card dispute handling. 

 Credit card commission booking. 

 Customer Advance tracking. 

 Overall managing of cash office in absence of In charge. 

 

 EDUCATION 
 

April 2013 

Graduation: B. Com Co-operation 

University Of Calicut 

 

March 2010 

Higher Secondary Education: Commerce 

GVHSS Paravanna, Kerala 

 

March 2008 

Secondary School Education: Arabic 

SMMHSS Rayirimangalam, Tanur, Kerala 

 

 

References on request. 
 

 




















