	VINOTH. R

Address

385,Akkarai Thennanchar

Salipperi (Po),

Nannilam (Tk),

Thiruvarur (Dist),

Tamilnadu,

India.

PIN: 610105
Personal Data

Father    :  Rajendran.S

Date of Birth :  20.07.1990

Sex                    :  Male

Nationality        : Indian

Marital Status   : Unmarried

Languages Known

English

Tamil

Hobbies

· Listening  music

· Reading Books

· Playing Cricket and chess

· Drawings

\

\


	E-mail    
vinoth5477@gmail.com
vinothv28@hotmail.com

Mobile
  India                   +91- 9600208901
                              +91-9842202548
Career Objective

To work in a globally competitive environment on challenging assignments that shall yield the twin benefits of the job satisfaction and a steady-paced professional growth.

Academic Profile

· B.C.A., (2008 -2011) from Swamy Dayananda College of Arts and Science, Thiruvarur.         Course completion: April 2011 with 70%

· HSC (2007-2008) from Government Higher Secondary School, Nannilam.
With 55%. 

· SSLC (2005-2006) from Government Higher Secondary School, Nannilam.
            With 66%. 

Personal Skills

      Analytical problem solving ability, willingness to learn 

Quickly new technologies and to face new challenges and ability to actively participate in team work.
Passport  Details  

Passport Number     
            :    J 2902487
Date of issue                              :    05/08/2011
Date of Expiry
                          :   04/08/2021

Place of issue

             :    Thiruchirappalli.
Driving Licence Details  

Licence number                         : TN50 20100001071
Date of Expiry                       : 28/02/2030




EXPERIENCE  DETAILS

1 .    Company Name : Maha Electronics Pvt Lmt  

                               ( Authorized service centre of HP Notebooks only)

         Role                  :  Service Engineer (  June 2011 to November 2011)

Duties & Responsibilities

· Troubleshooting  hardware & software components 
· Assembling desktop ,laptop  components
· Installing Windows operating systems.
· Windows 98/2000/ XP/VISTA/WINDOWS 7/WINDOWS
· Checking quality of those laptops  are ready to delivery.
2 .     Company Name : Southern Tec Innovaations

          Project           : Bio-Metric Enrolment(NPR)

          Role               : Data Entry Team Leader & Data backup In charge 

                                    (December 2011 to December 2013)

Duties & Responsibilities

· Maintaining operator’s attendance details.

· Take back up data’s  of daily enrolments from more than 75 laptops

and safely moved to hard disk.

· Create a count report from took data’s 

· Maintain daily reports of operator’s count detail..

· Update and maintain mailing lists.

· Convert all the data’s  into XML format and sent it to the office.
· Maintain appropriate interpersonal relationships with employees, operators, supervisor.
· Preparation of Report through V Look up.
· Update user credentials to all the laptops and synchronize all at least once in a week.
· Responsible for controlling all documentation related activities in a project.
· Support and coordinates with discipline with administration and control.
· Maintaining a standard system of project filling (both manual and computerized), enabling easy reference of all project letters/documents instantly.

· Maintain the company branch.

· Assist line and functional area managers with administrative work as required.

· Maintain updated records of all approved documents.

· Maintain the files and control logs as required by the project. Finally sent all the reports to the head office regularly(before 10 A.M

3.     Company Name : SMB Lakshmi Traders

                    Role       :   Working as ASSISTANT  ACCOUNTANT   and

                                    

                                        OFFICE ADMINISTRATIVE

                                       (January  2014 to still working)

Duties & Responsibilities

· Maintaining staff’s attendance details.

· Prepare daily income/sales and prepare daily journal entry.


·  Update and maintain accounting journals, ledgers and other records detailing financial business transactions (e.g., disbursements, expense vouchers, receipts, accounts payable).

·   Assisting in the improvement in internal controls related to inventory 

· Verifying accurate standard costs 

· Monitoring inventory transactions 

· Reconciling inventory accounts to the general ledgers.

· Enters data into computer system using defined computer programs (SAP)
· Preparing monthly journal entries as needed

·  Maintain Purchase Order Processing system.


· Prepare and verify daily reports

· Prepare authorized refund vouchers

· Compile monthly reports

· Investigate and collect returned items

· Maintain returned check account

· Prepare monthly balance sheet schedules

· Verifying the accuracy of invoices and other accounting documents or records. 

· Reconciles records with internal company employees and management, or external vendors or customers. 
· Create new billing formats as needed.
· Review and verify accuracy of billing and supporting documentation as required
· Receives, approves, and, when necessary, investigates client's accounts payable invoices.
· Handles client payroll.
Applications tools : 
· Wings Accounting Clients &  ERP
· MS OFFIE

Certifications:

· DCADD ( Diploma in Computer Aided Design & Drafting)
Achievements:

Acted as a Member for the 10 day N.S.S Camp Conducted by Government Higher Secondary School, Nannilam.

Declaration


 I, hereby declare that the above written particulars are true to the best of my knowledge and belief.
Place:                                                                                             yours faithfully
Date:                                                                                           
 







                      (VINOTH.R)

[image: image1.png]



