Resume
V.Kumudhavalli



 
20, Agananooru Street,

Anna Nagar, Chitlapakkam,

Chennai – 600 064.

Mobile: 09791047949 
E-mail: vinokums5@gmail.com
	Academic Details
	Master of Commerce (M.Com,) – Annamalai University – 2004-2006 Yr


	
	Bachelor of Commerce (B.Com,) – Quaide Milleth College – 2001-2004 Yr


	
	 Tally Prime 
Microsoft  Word, Ms-Excel, 

	Area of Experience
	· Maintaining Personnel Files for the Employees.

· Daily Report & Manpower Report

· PF & ESI Details

· Maintaining Statutory Records

· Generating EL Reports

· Preparing Salary Register and Pay Slip

· Preparing Increment List & Generating Bonus

· Weekly Labor Payments 

· Issuing ID Cards

· Arranging Bank Accounts for Employees

· Maintaining the Office Records

· Sending Quotation to Clients and Convert into Orders

· Sending purchase order to suppliers for the required materials

· Material Follow-ups

· Arranging Labors for Site work

· Arranging payment for the suppliers 

· Receipt follow up from Customers

· Handling Petty cash

· Receipts & Payments Entries

· Daily Bank Reconciliation

· Bank Guarantee for Clients

· Raising Invoice for Clients



	Industry & Other Specific Experience
	· Building Constructions  
· Advertising & Business Supports 
· Engineering Construction
· Vehicle Finance
· Interiors & Exteriors 
· Trading
· Manufacturing 
· Accounting 


	Working Experience 
	1. FOSHAN INFRASTRUCTURE PRIVATE LIMITED
Designation – Executive Accounts
Year 2020 – Currently working
2. PRESSMACH ENGINEERS PRIVATE LIMITED
Designation – Executive Accounts
Year 2017 – 2019
3. R.K ENGINEERING & CONSTRUCTIONS
Designation - Executive  - Accounts & Admin
Year  - 2016 – 2017
4. M/S. TECKNOWELD ALLOYS INDIA PVT LTD.,
Designation – Accounts Officer
Year – 2013 – 2016
5. M/S. HASTHAS SCIENTIFIC INSTRUMENTS INDIA PVT LTD.,
Designation – Executive – Accounts & Admin
Year – 2012 – 2013
6. M/S.  SILVER LINE FLOORS INDIA PVT., LTD.,
Designation – Executive – Accounts & Admin
Year – 2007 – 2010
7. M/S.  ROVER CO APPAREL COMPANY PVT. LTD.,
Designation – Personnel Assistant
               Year – 2004 – 2007


	Personal Information
	Date of Birth         : 28th June 1984
Sex                        : Female
Marital Status         : Married 
Languages Known : English & Tamil


	Hobbies
	· Finding new creative things using books and Internet 
· Watching Detective Movies
· Watching Comedies


	Declaration
	I hereby declare that the furnished particulars are true and correct to the best of my knowledge and belief.

Date : 08.06.2021
Place : Chennai                                        
                                                                          Signature 
                                                                     (  V.Kumudhavalli )



