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DIVYA RATHEESH






Karthika Nivas

Kanichira, Kureekkad PO 





Ernakulam -682305
Mobile: 8590283262
Summary:  I Class Graduate in B Com Computer Application  Have 11  years experience in Admin& Accounts. Have knowledge in   Tally  ERP 9 Version ( 11  yrs). Currently looking for a suitable position with a ambitious company.
Objective  :   To be a part of the corporate company with professional working Environment where I can learn, apply my experience and contribute

towards the organizational/personal growth.

Work Experience 1
From August  2005 to July 2017 worked  with Mathewsons Agencies Private Ltd as  Assistant  Manager in Admin & Accounts
Accounting related activity

· Auditing activity
· Maintain company accounts in Tally.
· Preparation of financial reports like P&L and BS.
· Roc filing works 

· Vender payments 

· Bank Reconciliation Statement , 

· Preparation of inflow and outflow reports

· Filing of sales tax returns

· TDS online payment

· Keep a track of property related transactions and property database.

· Petty cash management
· Budget preparation ( Weekly , Monthly , Qtrly  & yearly )
· Coordinates with banks, auditors, company secretaries office

· Keep MD personal accounts

· Internal Audit – Verify Books of Accounts

HR and Admin related activity
· Purchase of Office stationeries

· Conducting Daily meetings 
· Sending financial reports & projection statements to financial consultant

· Keeping & updating client list

· Follow up with venders for outstanding clearance

· Preparation of salary statement and attendance monitoring

· Documentation of properties ( filing of property related documents)
· Maintain & Update property database

· Monitoring House Keeping works

· Maintain due dates of Renewals  i.e

· Vehicle  Insurance renewals & Services

· Staff insurance renewals

· Website and domain renewals

· Telephone bills due dates

· Electricity due dates

· Lic premiums 
· Due  dates of tax payments, tds returns & Sales tax returns etc.

· Business promotional activities (face book updations, Tele-calling)

· Web site updation and co-ordinations
· Marketing calls, emails &  sms 

· Business promotional activities by increasing likes in face book

· Responsible for answering & screening telephone calls & face to face enquiries.

· Making appointments and arranging travel and accommodation.

· Maintaining and enhancing the working environment of the department.

Work Experience 2
From 2017 to till date working   with Anta Builders & Developers Private Ltd as Assistant Manager in Accounts

Roles & Responsibilities

· Creation of PO as per the written and signed PO requisition from purchase department on daily basis

· Collection of bills from each site as per the PO on weekly basis, file and submit to purchase department

· Up-to-date entry of cash transaction in tally in concurrence with other team members

· Support accountant for cash/cheque/RTGS transaction on need basis

· Support MIS for generating accurate report 

· Work along with accounts manager for creation of all tax workings, filing and report generation

Educational Qualification:

	Year
	Degree
	School /University
	Class
	Percentage of Marks

	1997 -1999
	Plus -2
	Kerala  Higher Secondary Education Board
	I Class
	63 %

	1999  2002
	B Com Computer Application
	Maharaja’s College Ernakulam
	I Class
	72%

	2002   2004     
	M com  Finance
	Cochin College

	Completed

	


Technical Qualification

Typewriting Higher ( English )

Personal Informaton :            

Age 


: 35
 Date of Birth 
: 25.02.1982
Gender 

: Female

Marital Status 
: Married 

Father 

: Rajendra Prasad

Mail ID

: divyaratheesh25@gmail.com
Computer knowledge: -Tally ERP 9 version , MS office, Power point,  Microsoft  outlook,  Excel

Divya Ratheesh 
