CURRICULUM VITAE
USHA BEAK
SHANKAR NAGAR RAIPUR
EMAIL : USHABEAK91@GMAIL.COM  MOB. NO. 9691922663

SEEKING POSITION AS ASSISTANT ACCOUNTANT 
RESULT SKD WORK'S SHANKAR NAGAR RAIPUR 5 YEARS OF WORK EXPRIENCE AND ASSOCIATE.
· Proven skill in accurately handing billing in deadline -oriented environments: managing sales bill purchase bill payables/receivables: ensuring statutory compliance, reconciliation of accounts:
· Excellent computer skill in MS Word,  MS Excel , latest Busy 9. Version ability to learn proprietary systems/applications quickly and easily.
KEY SKILLS
· Accounts payables/Receivables 
· Wages, Salaries, Invoices
· monthly Accounts, Transaction Analysis
·  Daily Journal/ Banking Entries.
· Statements & Reporting
·  Computer Accounting
JOB PROFILE :-
· Reconciliation & Settlement of  Accounts Receivable and payables.
Monthly reconciliation statements of banks and preparation Debtor and Creditors list regularly.
· Accurate Revenue and Cost:
 Ensuring the billing done in accordance with agreed terms of Customers, Proper cost provided and accounted in systems of each job. coordinating with Operation team for  Correcting the  errors if any.  Ensuring all revenues and Cost provided for the month for monthly reporting to Managing Director.
· Management Reporting:
 Preparing various  MIS  Report  (Weekly, Monthly, Yearly ) & reporting to Managing Director of the company. Preparation of comparative statements, statement of trends analysis of business.




Work Experience :-
SKD WORK'S
(SHANKAR NAGAR , RAIPUR (C.G.)
Account Assistant 5 year

Responsibilities
· Day to day vouchers entry in accounting software busy.
· Reconciled monthly control accounts like sundry  Creditors,  staff  advances & patty cash, Settlements & banks.
· office Management.
Education
· 12th pass  Raipur c.g. Board (2011)
· 10th pass Raipur c.g. Board (2009)
PERSONAL INFORMATION
Date of birth -  13/02/1991
Language sill in local Language,  Hindi and English and 
marital Status - single
mother Name -  Rikhi bai
Father Name - Mainu Ram.

							
										(USHA BEAK ) 
