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• Administrative Support 
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• Record Maintenance 
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• Diploma in Computer Financial Accounting 

• Tally Essential Level 2

• Microsoft Office Specialist 

• GST Training Program
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SKILLS

EDUCATION 

EXPERIENCE 

Oct 2022- Oct 2023
Accounts Point 
Anchal ,Kerala,India 

• Verification of Transactions with supporting bills and invoices.
• Maintaining books of account in Tally Prime.
• Assist with external audits by providing financial documentation,

explanations, and supporting schedules.
• Calculate the adjusted balances for the accounts being reconciled,

such as bank balances, vendor balances, or customer balances.
• Created and maintained accurate financial journals.
• Recording a wide range of transactions including Sales, Purchases,

Expenses, and Cash receipts.
• Utilized accounting software and tools to efficiently record and

organize journal entries, improving accuracy and reducing manual
errors.

• Performed audits on various agreements contracted with city
governments and other organizations.

LANGUAGE SKILLS

As an Accountant with 1 year of experience, I have developed strong skills in 
financial analysis, auditing, and compliance. My education has equipped me with 
the knowledge to manage complex financial systems. Through my work history, 
I have gained extensive experience working with teams and clients to deliver 
results.
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