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James Raju

Accounting And Billing

Professional Summary

Ambitious Accounting Assistant demonstrating strong
background in employee expense management
and vendor relations. Skilled in managing
outstanding invoices to reduce payment time.
.Focused Accounting professional with 2.4 years of
experience maintaining financial records and
reviewing account activity. Proven track record of
developing accurate spreadsheets and delivering
organized reports with SAP , ERP. Accomplished in
taking on tasks within strict deadlines .

Work History

Accounting Assistant and Billing
COSMQOS SPORTS WORLD LLP , Ernakulam, Kerala

e Completed daily accounting tasks including
tracking funds, preparing deposits and reconciling
accounts.

e Calculated payroll deductions by accurately
using SAP and processed payroll to meet preset
requirements.

e Applied proper codes to invoices, files and
receipts to keep records organized and easily
searchable.

e Supervised daily bookkeeping operations with
attention to accounts receivable, accounts
payable, banking reconciliation and
disbursements.

Jr.Accoutant
N' Style Pvt LTD Company , Ernakulam, Kerala

e Checked prices for customers and processed
items

@ Contact

Address
Ernakulam, Kerala, 682308

Phone
+917356934448

E-mail
jamesrjala@gmail.com
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Finance and accounting
operations

Biling and payment

processing

00000
Payroll Processing

0000
Invoicing and collections

0000
Statutory Reporting

0000
Bookkeeping

0000
Account Reconciliation

0000
SAP expertise

00000
MS Office

00000
Management accounting

00000
Cost accounting

0000
@ Software
SAP

0000
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e Reviewed and resolved differences between
accounting information and cash drawer.

e Reconciled cash drawer af start and end of each
shift, accounting for errors and resolving
discrepancies.

® Billing Officer and Accounting Assistant

Penna Cement Industries Limited , Ernakulam, Kerala

e Managed invoicing and payment processing
operations.

e Executed billing tasks and recorded information in
company databases.

e Disbursed petty cash by recording entries and
verifying documentation.

e Monitored outstanding invoices and performed
collections duties.

e Completed financial reports to inform managers

@ Education

® Bachelor of Computer Applications:
Accounting And Computer Science

Rajagiri College Of Management And Applied
Science - Ernakulam , Kakanadu

@ Accomplishments

o ¢ Used Microsoft Excel to develop inventory tracking
spreadsheet
e Resolved product issue through consumer testing.

Affiliations

® e Association of Information Technology
Professionals
e National Association of Social Workers

@ Additional Information

Microsoft office

00000
Excel

00000
Microsoft PowerPoint

0000
Microsoft word

0000
@ Languages
English

0000
Hindi

00
Tamil

0000
French

( X J )
Malayalam

00000
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INDUSTRIAL PROJECT REPORT— A study on the
Effectivenessof Employee Satisfaction Strategy
Reference with Ihit Technology Pvt LTD Vision ,
Mission, job Protocol &Recruitment, performance
appraisal, MHRM, Manufacturer and processing
(Decisions plus ERp).

Interests

Football
Cycling
Driving

Flying




