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Pheobe x.x 
Email:xyz@gmail.com 
Ph No: 1234567890

Objective

Strong numerical and analytical skills with masters degree in commerce; seeking a position as Accounting Executive. 

Accounting Skills

-Well versed with all the accounting aspects.
-Good interpersonal and communication skills.
-Responsible for complex interaction with clients.
-Ability to work under pressure.
-Ability to handle complexity and ambiguity.
-Ability to identify and correct any minor or major mistakes in accounts.
-Maintaining good record of all accounts, which is understood by others. 

Professional Experience

Working as Accounting Executive in “XYZ CO LTD” Since 09Aug20XX-till date

Responsibilities

- Reviewing, compiling and financial information.
-Maintaining day-to-day cash inflows and outflows.
-Prepare and review budget.
-Maintaining , controlling the expenses of the company. 
-Reporting the daily, weekly and monthly fund statements.
-Interacting with internal and external auditors in completing the audits.
-Completing all the activities on sane day without keeping any pending works.
-Using different types of accounting software.
-Ensuring that all accounting related activities follow company standards
-Presenting accounting issues and results to executive committees and upper management
-Managing the account budget and invoice with the client.

Personal Qualities

-Self confidence
-Willingness to Learn New Things
-Good communication skills
-Straight forward to work
-Quick learner

Achievements

-Awarded as “Best Accountant” at XYZ Co. Ltd. 

Qualification

-Mcom from XYZ College.
-Bcom from XYZCollege.

Computer skills

-Basics (MS-Word, MS-PowerPoint, MS-Excel) Internet Concepts, Ms-Access.
-Tally
-Many accounting software(shortcuts)

Personal Details

Date of birth: 26th Feb 19XX
Languages known: English, Kanada, Hindi, Coorgi, 
Address: Wax road, oxford cross, B’lore.
