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SYAM P.S






Address:

Syampalakkal@yahoo.com      




Palakkal Housej

Mob : +91 7034821393





Thanissery P O  
Res   : +91 04802875620



 

Kerala – India 
CARRER OBJECTIVE

My object is to find a Suitable vacancy Where I can express my knowledge and expertise along with rising 
the level of my proficiency

Profile 

A well - presented polite, tactful and friendly individual who is able to combine a polite manner with razor – sharp efficiency. I am able to do more than just answering questions, I also have a proven track record of building relationships by providing information on additional products and services and helping customers find the right ones to meet their needs. Possessing an excellent telephone manner & the ability to communicate with all levels of customers , well able to contribute to growth of any business.

Work Experience

· Techno pack Bahrain W.L.L

Designation –Chief Accountant  cum Administrator  (10-09-2014 to 28.02.2018)

Ref: Mr Nadem & Mr. R.K Wilson –  Directors 

Mob#00973 36457247,Tel-17369361- Web-www.technopackbh.com 
Working Hours: 48 hours/week

Duties and responsibilities 
· Prepare Trail balance, profit and loss account and balance sheet up to finalization .
·  Establish, maintain, and coordinate the implementation of accounting and accounting control procedures.

· Monitor and review accounting and related system reports for accuracy and completeness. 

· Prepare and review, revenue, expense, payroll entries, invoices, and other 

accounting documents.

· Explain billing invoices and accounting policies to staff, vendors and clients. 

· Preparing Bank reconciliation statement monthly basis and dealing with bank authorities as per company requirement 

· Preparing cheques and maintaining bank balance as per issued PDC cheques .

· Liaison with auditors and provide them the required documents for audit purpose.
· Participate in Planning, Budgeting and meetings and review of budget
· Stock checking and keeping preparing reports

· Prepare LPO and Quotations. 
· Coordinating with production department , preparing job order, delivery note and arrange delivery on proper time

· Preparing delivery report and submitted to the management 

· Handling Vehicle Insurance and  vehicle passing before due date 
· Maintaining enough working capital requirements.
· Managing Foreign Outward Remittance though TT / Bank Draft mode

· Providing monthly reports of company performance

· Correspondence with clients and maintain a strong relationship with the clients
· Maintaining cordial relationship with suppliers
· Coordinating the various functions of the staff

Work Experience

· The Fog printing Services , Salmabad ( 06/11/2008 to 05/12/2013)

Designation – Accountant Cum Administrative Officer 
             Website : www.fogprinting.com
Ref:Mr. Ganesh Bhatt

Sales Manager – Fog Printing Services.

Mob-00973 36551488

Tel- 17874720

Working Hours: 48 hours/week

Duties and responsibilities 

· Prepare Trail balance, profit and loss account and balance sheet up to finalization .
  Assess supplier profiles and analyze offers

  Prepare and implement effective negotiation tactics

  Manage relationships with key suppliers to maintain quality of goods, timely delivery and compliance to terms of contracts

  Review supplies to ensure quality

  Monitor stock levels

  Prepare and submit detailed reports (revenues, buying expenditures etc.)

  Keep updated records

· Attend events, fairs and exhibitions to keep abreast of the market’s trends
· Handling petty cash.
· Handling Accounts Receivables and Payables.
· Recording and making Sales Invoices and liaise with debtors for timely collections of the outstanding.
· Reconciliation of bank accounts

· Reconciliation of Credit Cards

· E-mail clients with invoices

· Maintaining cordial relationship with suppliers

· Maintaining proper filing system for accounts payable
· Updating Every month Government Fees  for Eg:-LMRA, Gosi, Electricity, Ministry of health, Training fees

· Manage incoming & outgoing correspondence including preparing correspondence.

· Reception & telephone duties including message taking, answering routine enquires & welcoming visitors.

· Maintain confidentiality of documentation and information as required as appropriate.

· Pay Commercial registration payments and keep track of due dates

· Prepare staff annual leave schedule, travel arrangements and calculating leave salary and indemnity 

Work Experience

· KPL OIL MILL (P) Ltd (IRINJALAKUDA)

             4 years experience as an Junior Accountant in a Manufacturing Company.

             M/S KPL Oil Mills (P) Ltd., Irinjalakuda since December 2004 to October 2008.

Ref:-Johnson Akkarakaran

             Finance  Manager - KPL Oil Mills (P) Ltd.

             Tel: 0091 - 4802825222

             Website : www.kplindia.com
             Working Hours : 48 Hours /Week
Duties and responsibilities 

· Maintaining cordial relationship with suppliers

· Handling petty cash.
· Invoice data entering sales , purchase and journels 
· Coordinating the various functions of the staff

· Prepare LPO and Quotations

· Preparation of daily inventory reports

· Stock checking and keeping preparing reports

Self-Certifying proficiency of Typist 

I am certifying myself is that I have good typing speed and willing to ready for any test 
Academic Qualifications

	YEAR 
	EXAMINATION
	% OF MARKS

	1997-1998
	S.S.L.C.
	69%

	1998-2000
	PRE-DEGREE
	56%

	2000-2003
	B.Com.
	52%

	Presently I am perusing MBA (Roll no. 1402013362) in Sikim Manipal university 




Professional  Skill

Supply Management, Tracking Budget Expenses, Vendor Relationships, Organization, Customer Service, Documentation Skills, Supply Management, Manufacturing Methods and Procedures, Manufacturing Quality, Cost Accounting, Control Engineering

General Skill

Working effectively and individually as a team member with relationship capability, ability and willingness to work under pressure 
Communication Skill

Dealing with customers target and goals orientated, meet deadlines and handle responsibilities, committed to learn, excellent organization, analytical and time management skills, strong planning and presentational skills with time keeping and creative and motivated.

Good Background

Joint venture negotiation and business development. Enjoy stimulating , challenging and dynamic work 

Environments.

Quick learner

With ability to easily research new ideas, assess potential profitability, capitalize on new business ventures.

Computer Skills Summary

· Operating System

:
Windows XP.

· Software Packages

:
MS Office & Diploma in computer application(DCA)
· Accounting Software

:
Tally 9.0 , & Wings96, Easy Accounting, quick books & Peachtree                                                                  

Personal Details


Father’s Name


:
Mr. P.R. Sasidharan.

            
DOB



:
29-11-1982


Sex



:
Male


Marital Status


:
Married


Nationality


:
Indian


Languages Known

:
English, Hindi & Malayalam.


Bahraini Driving license
:
821131362


Typing Speed

:           55 WPM

             Passport No



:
K8715010

             Date of Issue



:
04-04-2013

             Date of Expiry



:
03-04-2023

            Place of Issue



:
Bahrain.

            C.P.R No.



:
821131362

Declaration

I hereby declare that the above all statements are true, complete and correct to the best of my knowledge and belief.
Yours truly,









Date:14.05.2018
SYAM P.S.









Place: Irinjalakuda 
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