MUHAMMED ASHIQ.K
ACCOUNTANT, DATA ENTRY OPERATIONS, OFFICE ASSISTANT,     STORE IN-CHARGE.

  CAREER ABRIDGEMENT

“Looking forward to work for an organization which stimulates overall growth, where I can use my skills and abilities consistently to become an accomplished professional in my domain.”

   PROFILE SUMMARY

“B.com graduated Accountant, with 4-year experience in Financial Accounting, data entry, office assistant and store in-charge in multi various private and public sectors, Able to work well on own initiative and to demonstrate high levels of motivation and organization required to meet tight deadlines. Possess good interpersonal skills and can communicate concisely at all levels.”

  KEY SKILLS

              Inter personal skills                        Analytical skills                        Knowledge in MS office

[bookmark: Ability_to_Handle_stress_&_deadlines]          Fast typing & Accuracy                                  Time management and problem solving skills
         Financial Accounting skills                    Attention to detail	 Administration skills
[bookmark: Leadership_Excellent_Communication_Skill]          Teamwork                         Touch typing                      Reading and listening comprehension

EMPLOYMENT CHRONICLE

    OFFICE ASSISTANT CUM STORE INCHARGE                  JAN 2023–JUNE 2023
    DEVON PLANTATIONS & INDUSTRIES LIMITED

· Maintaining daily wise attendance register (500+ laborers) in excel sheet using automated attendance sheet as per manual register given by each division.
· Also keep records of overtime duty and daily wise incentive, for preparing payroll in excel sheet as per monthly attendance report.
· Maintaining personal information of newly appointed laborers, also update accurately when laborers retired.
· Preparation of labor provident fund details and upload into PF website.
· Assisting senior accountant with accounting works like preparing records, account payables, account receivables, preparation of invoices and reports, budgets, bank and supplier statement reconciliations and accounting journal entries.
· Doing inventories in ERP software and also update the stock register in excel, also update sales stock register as per daily wise sale report.
· Physical and system stock verification when the management required.
· Maintain division-wise material issues and stock transfers in stock register.
· Handling incoming & outgoing call, Managing filing system, Recording information as needed, Greeting clients and visitors as needed, Updating paperwork, maintaining documents and word processing.
· Helping organize and maintain office common areas, Maintening office equipment as needed, Receipt of incoming goods, Inspection of all receipts, Identification of all materials stored, Materials handling, Packaging, Issue and dispatch.
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GET IN TOUCH
Mob:
+91-8606211621
Email:
ashiqnha@gmail.com
Location:
Wayanad, Kerala, India



ACADEMIC CREDENTIAL

· BACHELOR OF COMMERCE
MAHATMA GANDHI KASHI VIDYA PITH
2014-2017
· HIGHER SECONDARY WOHSS PINANGODE, Wayanad
2010-2012
· SSLC
HIOHS, MALAPPURAM 
2009-2010


    IT PROFICIENCY

· MS Office & ERP systems
· Tally ERP9.0
· Acrotex business software


PERSONAL DOSSIER
Date of Birth  : 10/05/1995       Fathers Name: Haneefa K Marital Status: Single Nationality      :  Indian   Gender         : Male         Passport No   : T1248584
Address  :Karikkuzhiyil House
     Meppadi Post
     Wayanad
     Kerala-673577







LANGAGES KNOWN

· English
· Hindi
· Malayalam
· Kannada
· Tamil



HOBBIES
· Traveling
· Listening music
· Sports



REFERENCE


· Available upon asper request


ACCOUNTANT                                                             JULY 2018–DEC 2022
PICARDO PICK THE BEST, KALPETTA

· Accounts Payables - Managing and processing payments for a large number of Local and Foreign Suppliers with tight deadlines and solving complexities, errors and regulations in the payment process.
· Periodic analysis of Payables, Ageing, Reconciliation of Supplier statements with payable accounts.
· Bookkeeping up to Trial balance.
· Monthly Bank reconciliation, following up for un-cleared cheques, communicating with Bank personal.
· Maintaining & Updating Petty cash account, Physical verification of Cash at periodic intervals.
· Monthly reconciliation of Intercompany accounts, Recording, Verifying and reconciliation of Central warehouse transactions with Retail outlets, Rectifying misstatements and errors.
· Recording, Updating, Reconciliation of outlet Sales data on a day-to-day basis, Reconciliation of Credit card statements with sales records, rectifying misstatements.
· Maintaining day to day accounts of General Ledger, Receivables & Payables of Branch Account, Monitoring & updating of Cheques usage and logbook.
· Preparation & Verification payroll and employee-related Accounts.
· Preparation of Cash Flow reports on a monthly basis.
· Maintaining Schedule of Fixed assets, Recording, Depreciation and verifying approval workflow of Fixed asset, Purchases, Confirmation of Quotation, Purchase order & Invoices approvals.
· Year-end Finalization of accounts, Preparation of financial statements including Cashflow, Profit & Loss statement and Balance sheet.

PERSONAL LOAN OFFICER                                               NOV 2017–JUNE 2018  BAJAJ FINSERV
· Refer loan applications to management for approval.
· Meet with applicant to obtain information for loan applications and to answer question about the process.
· Analyze Applicants financial status, credit and property evaluations to determine the feasibility of granting loans.
· Explain to customers the different types of loans and credit options that are available, as well as the terms of those service.
· Obtain and compile copies of loans and credit histories, financial statements and other financial information review and update credit and loan files.
· Review loan agreements to ensure that they are complete and accurate according to policy.

     DECLARATION

I hereby declare that the above-mentioned information is true and correct and, I bear the responsibility for the correctness of the above-mentioned particulars.

Place:

Date:

MUHAMMED ASHIQ.K
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