RESUME

A.ANITHA

48/5 18,th Cross Street,
Indira Nagar,

Adyar Chennai -600 020
Mobile : 9710806690

OBJECTIVES:

To become an aspirant professional and work Jor the development
of the organization with commitment, loyalty, sincerity and hard work and
also to lead my life with peace and harmony.

PERSONAL SKILLS:

Comprehensive problem solving abilities, Ability to deal with people
diplomatically. Willingness to learn new technology, Team facilitator.

EDUCATIONAL QUALIFICATION:

B.Com (Bachelor of Commerce)

Institution : S.K.S.S Arts & Science College
University ! Bharadhidasan University
Academic Year ;2003 -2006

Higher Secondary

Institution : Government Higher Secondary School
Board : State Board

Academic Year ;2002 -2003

CURRENT EXPERIENCE

Name of Company . Phoenix Acoustics Private Limited (Chennai)
Duration of Working : 01.03.2007 to 01.04.2008
Designation . Assistant Accountant

Name of company . Chennai Care Service Private Limited

Duration of working : 1.04.2010 to 30.6.2010

Designation . Assistant Accountant



Name of Company ;. Best Power Company
Duration of Working : 5/01/2011 to 23.12.2013

Designation : Assistant Accountant

Name of the Company : Durga Driving School
Duration of working : 01.01.2015 t0 28.02.2019
Designation : Data Entry Operator

Name of the Company : A Globel Industrial Force
Duration of working : 01.03.2019 to 12.12.2020

Designation . E-Procurement Officer

HANDLING OF ACCOUNTS

Handling all the operation of accounts

Preparing the payment advice for issuing the Cheque / DD
Computer Date Monitoring Vouching and Verifying Daily
Preparing the BRS ( Bank Reconciliation Statement)

YA W N~

Printing and maintaining all the records (General Ledgers, Sales
Books Purchase Books, Cash Books & Bank Books) for an audit and
assessment.

SALES TAX WORK

1. Preparing the Central Excise returns

2. Preparing the Sales Tax

3. Remitting the TDS and issuing the TDS Certificate
4. Preparing the Service Tax

5. Maintaining records regularly

ONLINE SERVICES
1. Update The Tenders

2. Upload The Tenders
Though Online and Office line




3. Checkout the Status of Applied Tenders

4. Scanning and Combine the Documents

5. Follow-up Works Related to the Tenders

PERSONAL ATTRIBUTES
Father’s Name

Date of Birth

Sex

Nationality

Marital Status

Languages

Hobbies

COMPUTER PROFICIENCY
Operating Systems
Packages

Ms Tools

I declare that the information and facts stated above are true to
the best of my knowledge and belief and I implore that my application may
be considered sympathetically and I may be given a chance to serve under

your guidance, in which case, I assure that I shall discharge my duties to

your satisfaction.

Place : Chennai

Date

Anbalazhgan

20.04.1985
Female
Indian
Married
Tamil, English
Reading Books and Listing Music

Windows 98
Tally 7.2 /ERP 9.5
Word, Excel

DECLARATION

Signature

L funet09.

(A . ANITHA)



WHERE THE TECHNOLOGY ARISES

Authorised Training Centre
No.5. Broadway Road, Broadway, Chennai - 600 108.
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O OUTSTANDING

A VERY GOOD 70 - 84%
B GOOD 55 - 69%
£ FAIR 40 - 54%
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| ENGLISH 106 ONE  ZERO EIGHT |
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Bharathidasan Unitersity

PALKALAIPERUR. TIRUCHIRAPPALLI - 620 024.

PROVISIONAL CERTIFICATE
" CENTRE REGISTER NO. ‘ FOLIO No.l‘
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Centre Code :22 Reg. No. SUO3C 27466 :Code 2p. 0F173 SNp. 389164

UIp & o1 861 ud s MR &Y &0
BHARATHIDASAN UNIVERSITY

(Established by the Government of Tamil Nadu in 1982 Recagnized by UGC under 2f and 12B of UGC Act;
Member, Association of Indian Universities and Association of Commonwvealth Universities; Accredited by NAAC with ‘A’ Grade)

6216907 HOINLIGY  LJGOLD
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The — Syndicate af ;R BHARATHJDASAN UNIVERSITEY fereby  makes
fnown g B BNGHA. i feen
admitted  to  thee.. Qﬁ)eg_ree of BACHELOR DR COMMERCE,  fuving
been certified by - duly appointed ‘Examiners  to be qualified to receive the same i
COMMERCE at the Eaminatlen il in
NOVEMBER 2006 and placed in SECOND Class.

Given under the seal of the University,

Gma@racisief

Tiruchirappalli -
BT £ 4 oth October 2007 ' | Y-
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Wharathidasan Unidersity

[ ] (Accredited with ‘A’ Grade by NAAC)
@ivuchivappalli
B B.Com. DEGREE EXAMINATIONS
: CONSOL IDATE
NOVEMBER El}gb STATEMENT OF MARKS (SEMESTER SYSTEM} FOLIO NO. U.G./ O 8 4 3 O 2 5
B (NAME OF CANDIDATE REGISTER NO.  |CENTRE CODE| CODE NO. W
o
ANITHA A SUOZC BT466 =t=) 5Bas
o PART-I PART-1I PART-III-MAJOR
TAMIL ENGL IS5H COMMERCE
' 5.K.5.8.ARTS COLLEGE TIRUPANANDAL &18 1G04
=
MARKS A
/\_‘5'::‘ PART TITLE OF SUBJECT APPEARED stggggr Ml:ais C{‘;‘&D RESULT
1] % CHEYYUL (IKKALA ILAKKIAM}  URAINADAL »SIRUKATHAIL NOYV 2003 |RTL 102 &7 |PASS
ILAKKIA VARALARL
ij 2 PROSE FOR COMMUNICATION - I MOV 2004 |RE1L 1O 40 |PAES
1] 3 PRINCIPLES OF ACCOUNTANMCY MOV 2003 |CCA 100 45 |PAGBE
3 BLIS INESS ENMVIROMMENT & MAMAGEMENT NOYV 2003 |CCR 1006 &2 |PASS
1| 3w BUSINESS ECONMOMICS AND INDIAN ECONOMY NOV BOO3 [CYAF 100 43 |PAGBS
2| 1 DHEYYUL (IDAIKKALA ILAKKIAM) PUTHIMAM. ILAKKIA APR BOO4 [RTE 100 40 |PASS
VARALARL . MOZHIPEYARPPLE
2| 8 PROBE FOR COMMUNICATION - II . APR 2005 |RE2 LG 40  |PASE
2| 3 BLSINESS TOOLS FOR DECISION MAKING APR 2004 |CCL 00 && |PABS
el 3 BANKING THEORY LAW AND PRACTICE APR 2004 |CCD 100 Ti |PASS
2| 3= MARKET ING APR 2004 |CYAA 100 48 |PASS
3| 1 CHEYYUL (®aPIvAhMGAL) NADAKAM. ILAKKIA VARALARL MOV BO04 (RT3 100G 33 |PAES
I e POETRY AND DRAMA . MOV 2004 |REZ 14 40 |PAES
3| 3 BUSINESS ACCOUMT ING MOV 2006 (CCE 100G T2 |PAES
x| 3 BUSINESS COMMUMICATION MOV 2004 |CCF L3 42 |PASS
T 3 BUSINEES LAWE MOV 2004 (CYAR 143 L2 [PAES
41 1 CHEYYUL {(SANGA ILAKKIAM: ILAKKIA VARALARU APR 2003 |RT4 fX»1s] 50 |PASS
POTHUKKARTTURAIL
4| 2 ENGLISH FOR COMPETITIVE EXAMINATIONS NOV 2005 [RE4 100 &) |PAES
4| 3 COST ACCOUNT ING APR B00S |CCG 100 88 |PAES
| 3 DOMPANY Lali AND SECRETARIAL PRACTICE APR B00S |CCH 1043 51 |PABS
& 3% PERSONMNEL HMAMAGEMENT APR 2005 |RCYAC 1O 43 |PAES
3| 3 CORPORATE ACCOUNTING MOV BOOS |CCI 1003 40 |PASS
31 3 FIMAND IAL MAMAGEMENT MOV 2005 (CCJ 103 43 |PASS
S| 3 ALIDITING NOV 2005 |CCK 106 54 |PASS
3| 3 COMPUTER APPLICATIONS IN BUSINESS NOV 2005 |[RCCL & 24 |PASE
5| 3 COMPUTER APPLICATIONS IN BUSINESS (PRACTICAL! NOY B0O0S |[RCCLP 1 32 |PASS
5| 3% CO-0OPERATION THEORY MOV BOOS |CAPPR 1433 Ti |PAES
L) 3 MANAGEMENT ACCOUMT ING APR 2006 |CCM L2 48 |PAES
& 3 INCOME Tad LAW AND PRACTICE MOV 20046 |CON 1y 45 |PABS
& 3 ENTREPRENEURIAL DEVELOPMENT APR 2004 |CCO 10O 48 |PASS
&| 3 FIMANDIAL SERVICES APR 2006 |CCP 100 54 |PABS
& 2% ADVERTISING MAMAGEMENT APR BO0O6 |CAPPL 100 &5 |PAES
4 EXTENSIOM AMD EMTRA-CURRICULAR ACTIVITIES
FIME ARTES AND PERFORMIMG ARTE - "B' GRADE
*ad EMD AN
L . Y.
PART PART-I1 PART-III A
MARKS SECURED CLASS MARKS SECURED CLASS MARKS SECURED CLASS
2190 SECOND 5 THIRD 1189 SECOND
L _
* Allied Paper # Applied Paper ‘ ‘
FPASSING MIMIMUME DX TE228-D1-2007T hd
GRADE A ==) DISTINCTI Jm,“ANR#& VERY GOOD 1 Cm=b GOOD \)3 == FAIR
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ower

BEST POWER COMPANY
28, 5" Main Road, Kasturba Nagar,

Adyar, Chennai - 600 020.
Phone No: 044 — 2445 0121/ 2440 5300
Tele Fax : 044 — 2442 0592

E-mail: bestpower@pioneerindia.co.in

TO WHOM SO EVER IT MAY CONCERN

THIS .S TO CERTIFY THAT MRS. ANITHA . A HAS WORKED IN OUR
ORGANISATION AS ACCOUNTS ASSISTANT FROM JANUARY 05, 2011 TO

DECEMBER 23, 2013.

DURING THE TENURE HER PERFORMANCE AND CONDUCT WAS GOOD AND

SATISFACTORY.

WE WISH HIM ALL SUCCESS FOR HIS FUTURE ENDEVOUR.

For BEST POWER COIVIPANY.

ANURADHAN

HR - MANAGER

Place: Chennai
Date : 06.01.2014



A LioBE] INDUSTRIAL FORCE

TO WHOM SO EVER IT MAY CONCERN

This is to Certify that Mrs. A. Anitha a has worked in our Organization as
E-Procurement Officer From 01.03.2019 to December 12.12.2020.
During the tenure her Performance and Conduct was good and
Satisfactory.

We wish him all success for his future endevour

For A Globel Industrial Force

~a
T e
Authorized Signatory.

A GLOBEL INDUSTRIAL FORCE c
BIQS

No.9, Taramani 100 Feet Road, Thiruvanmiyur, Chennai - 41.
Ph : 24423160 Cell : 9841440160

CRNTIHR

AN ISO 9001:2008




