RESUME
G.MuthaRao
S/O Ramulu                                                                      Email:guddalamutharao4@gmail.com                           

                                                                                          Mobile: 7032215768

CAREER OBJECTIVE:



              I want to be in a good position in my profession where I can learn and contribute my efforts and   skills towards the success of organization and my career growth.

EDUCATIONAL QUALIFICATION:
M.Com(Fin)
: I completed Master of Commerce in Lalitha PG College as Osmania University Hyderabad with aggregate 62%
B.Com (Comp)  
: I completed my Bachelor of Commerce in Vamsi Vinay College Sathupalli  as Kaktiya University with 61%
Intermediate 
: I completed my Board of Intermediate Education with Commerce, Economics and Civics in Vamsi Vinay junior college with aggregate of 56.8%
SSC            
: I completed The Board of Secondary Education from z p high school Adasarlapadu, with 50.3% 

TECHNICAL SKILLS:
· Ms Office
· SAP (FI-CO), FOCUS, TALLY ERP
 WORK EXPERIENCE:
1).Jan’2007 to July 2007 Working with “Nosch Labs Pvt Ltd” at Hyderabad as Stores Assistant with knowledge of Pharmaceutical Store Accounts.

2).Nov’2007 to March.2011: Working with “Hetero Drugs Limited” at Hyderabad, as Trainee Executive with Knowledge of Pharmaceuticals Accounts.
3).Apr.2011 to Mar’13 working at Nagarjuna Construction Company Limited, Bolpur, West Bengal as Sr.Asst A/C’s with knowledge of Construction Accounts.

4) Apr’13 to Jan”15 Working at  Vishwanath Projects Limited as a Sr. Accountant cum Stores In-Charge.
CURRENT WORK EXPERIENCE:
1)Mar’15 to Till Date Working with GVR Infratech Pvt Ltd as a Asst.Manager Acc/Stores at Hyderabad.

RESPONSIBILITIES: 
·   Passed Entries in books of accounts and maintaining of all books of Accounts in day-to-day Activities.
· Passed & Verification of Journal Entries, Cash and bank entries for their accuracy of accounting.
· Preparing & Submission of Monthly VAT, Service Tax, TDS statement and making timely payments.(Just Getting Knowledge in GST).
· Preparation of Bank Reconciliation Statement
· Preparation of Weekly or Monthly Budget for Expenses

· Verification of GRN’S and M.BOOKS then Process for Payments
· Looking NMR,PRW,SUB-CONTRACTORS & Suppliers Payments

· Export & Import Documentation ( LC,BG,BILL OF EXCHANGE,& BRC,) & Daily see the rates for USD,EURO& OTHER FOREIGN CURRENCY for Best Exchange Rates.
· Verification of Staff Salaries, Sales Invoices, Vouchers,& Purchase Orders.
· Attending Internal and Statutory Auditors quires.
· Preparation of all cheque’s for payments & Collecting Chq’s and Deposit in Banks. 
· Checking of bills received from various depts.(Purchase,store,admin & qs). with Po’s, supporting and pass them for necessary entries in books of accounts.  
· Doing Inter-sites, Regional Office, Purchase Office and Head Office reconciliation with branch and follow up with concern  for getting documents, clarifications for acceptance of entries in books of accounts.
· Reconciliation of Vendor statements and Customer payments.
· preparation of  expenditure Statement, annexure for P& L A/c, Balance Sheet and other statements required Management
· Co-ordinate and communicate with internal departments of the company for matters concerned with accounts function
· Preparation of outstanding statements. (Creditors and debtors).
· Verification and Passed Entries for Running Account Bills 
· Looking Stores Activities like Inward, Outward & Stock Statements.
· Stock Maintain in ERP and Monthly Physical counting with Account dept People.
· Verify the stock with Stock Register vs  Physical ( Monthly)
· Stock Requirements intimate to PM and Purchase Dept in Head Office.
· Daily Mails Sent to Head Office for Daily Work Progress, Cash & Bank Book.
· Looking all Stores Activities 
· Issue Taking Quatetions,PO’s & Follow up to parties 
STRENGTHS:

· Hard Working
· Positive Thinking.
· Learn New Skills Quickly.
· Handle Accounts & Stores Individual

PERSONAL PROFILE:

Name                                     :     MuthaRao.Guddala
Father Name

    
  :      Ramulu
Languages Known     
             :     Telugu,Hindi & English
Date of Birth             
             :     20.09.1984

Gender
                                  :      Male
Marital status                          :     Married(Two Kinds)
DECLARATION:
            I hereby declare that the Information stated above is true to the best of my Knowledge.

Place: 
Date: 
                                                        



 (G.MuthaRao)

