SHILJA XAVIER

Thottakath House
Vaduthala   P.O
Near Lourde Hospital
Ernakulam (Dist)

                                                          Mobile: 9645 62 6663 

        Email id: shiljaxavier@yahoo.in
	
	

	Objective
	I intend to pursue a long-term career in a professionally organized Hospital to learn with the growth of the organization by contributing my best. 8.5 years experience in the field of accounts & finance.

	Education
	Educational Qualification

Year of passing

% Of marks & Grade

Name of Board/ University

10th

2006
  81%

Distinction
Government of Kerala 

Plus Two

2008
84%

Distinction
Government of Kerala
CPT(CA foundation)
2008
62%

ICAI

PCC(CA inter)
2012
52%
ICAI
B.com

2012
53%

Second class

MG university



	Experience

	Working as Article Assistant with Somasundaran & Co. Chartered Accountants from 02.02.2009 to 03.08.2012.(3.5 years)
Working as a Chief Accountant in a reputed construction company since November 2016.(1.5 years)
Working as an Audit executive in a reputed multi super specialty hospital. (from 01.03.2018 to 28.02.2019).(1 year)
Working as a Finance Manager in a 300 bedded multi speciality MAJ Hospital , since March 2019.(2.5 years)
Now am working as an accountant in reputed hospital in ernakulam since September 2021.
RESPONSIBILITIES:

· Supervising all accounting, statutory matters, insurance(Medisep), Banking transactions and corporate matters of hospital.

·  Internal Audit, Tax Audit ,and payroll.
· Filing of E-TDS return, IT return and Preparing and filing of GSTR.

· Finalization of books of Accounts.
· Determining financial objectives. Designing & implementing systems, policies & procedures to facilitate internal financial control.

· Developing and updating accounting, finance and management policies and procedures.

· Balance Sheet as required by bank authorities and other financial institutions.

· Coordinate the preparation of Financial Statements, Financial Reports for internal usage
· Handling GST matters on OP/IP collection basis.

· Monitoring card collection and reconciliation with POS.

· Monitor the purchase cost and stocks with optimum level.

Achievements

· Coordinate and control the accounts of Hospital Information System with computerized accounting software.( Supervise & monitor day to day posting and data export)
· Bank reconciliation with settlement of all receipts from Insurance including Medisep.
· Excellency in monitoring skill of insurance & banking matters in hospitality.

	Professional/Technical Skills
	1.MS Office, MS Excel , specialized Hospital Information System software and Expert Knowledge in Tally. 
2. Independently handling accounts and taxes, Insurance matters and incentives of professionals in hospitals.


	Preferred Job Location


	Ernakulam, 

	Personal Details
	Hardworking, confident, dedicated and sincere.

	Father�s Name
	T.A Xavier

	Marital Status
	Married

	Age & Date of Birth
	30, 20.09.1990

	Gender& Marital Status
	Female, Married

	Religion 
	Christian, Latin Catholic

	Linguistic Skills
	 Malayalam,English and Hindi 

	Reference
	1) Mr.M.U.Somasundaran, Somasundaran & Co., Chartered Accountants, 28/699, Parappallil Building (1st Floor),               K P Vallon Road, Kadavanthra, Kochi-682 020.(Ph 9846 010 521)

2) Mr.Sijo Devassy , Deputy Manager of Renai Medicity . 
3) Mr.Anand PB, Manager Accounts & Finance, Renai Medicity.
Expected Salary  55,000/-Expected Job Designation:  In charge in Accounts, Finance, Insurance & Credit in any department.


