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Other courses or
training

Remarks: (Foi' office use only — Do not write in this box)

Computer Skills

MS Office:  Excellent / Good / Avg. / Learnt but never worked on it / Nil
MS Word: Excellent / Good / Avg. / Learnt but never worked on it / Nil
MS Excel: Excellent / Good / Avg. / Learnt but never worked on it / Nil
Auto CAD:  Excellent / Good / Avg. / Learnt but never worked on it / Nil
Other:

Two Wheeler

| Make | Year I ]
Family Details Name 'Age Occupation Company
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Son / Daughter
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Son / Daughter
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Page 3 of 5



_ [
Name of Compan e el Benths _
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Duration of employment From date: —

Last drawn salary J—

Brief Description of work

-~ ["Reason for leaving ,

Remarks: (For office use only — Do not write in this box)

s

-
-

-

-

*Ask for additional sheets if required.
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CURRICULUM VITAE

V.Subramanyam Sharma
Piot no: 168, R.N.Reddy Coiony,
Meerpet, Hyderabad -500079

Mobile: +91-9177993000

E-mail: vydyamsubbu@yahoo.co.in

Objective:

To excel in my area of activity by taking up challenging assignments at the workplace,
maintain a learning attitude and contribute to the growth of the organization through my

skills, experience and knowledge acquired over the time.

Educational Qualifications:

<+ B.Com from Vinayaka Mission Research Foundation.

< S.S.C from Hyderabad Sainik School.

Technical Skills:
Operating Systems : Ms-Dos.

Packages : Ms office , Focus RT.

CXperience:

Working as Accounts Executive in G.5.R. Marketing Limited from Neov 07 to 770
Date

JOB PROFILE:

¢ Performed Administrative and Secretarial Fuactions.

» Updating Day to Day Vouchers like Cash, Bank, Journal, Sales, Purchase in the
Focus Accounting Package.

¢ Handling of Travelling, Branches expenses and Official Correspondences.

e Preparation and Maintenance of Reports of Arrear statements.

« Preparation of Pay rolls and maintenance of atiendance like daily atiendance \leave
records etc, .

e Assisting in preparation VAT, TDS, Service Tax, CST.

e Preparation of Monthly Invoices.

Working as Jr.Accountant in G.S.Marketing Associates from Apr 05 to Oct 07

JOB PROFILE:

* Performed Administrative and Sccretarial Functions.

«  Updating Day to Day Vouchers like Cash, Bank, Journal, Sales. Parchase in the
FFocus Accounting Package.

« . Preparation and Maintenance of Reports of Arrear statements,

«  Oftlicial Correspondences

< Preparation of Monthly Invoices.



Worked as Admin ceoordinator in Vijay Sai agencies from jan04 to mar05.

JOB PROFILE:
e Performed Administrative and Sceretarial Functions.
e Performed financial functions including accounts pavable and receivable.
e Provided Telephone support to ihe company clients.
¢ Managing mternal and External Mails.
*  Preparation of Monthly Invoices
+ Official Correspondences.
«  Maintaining filing systenis to accommodate needs of various departments,
e Coordinating with staffs in carrving out the documentations.

Hobbies:

« Participating in social service activity

» Playing and Watching Cricket
€ LiStCiining LU FusIC

« Internet surfing

Personai information:

Date of Birth : 07-01-1981.
Father’'s name : Mr. V Krishna Mirthy
e : Male

Address : HNO: 14-14,

R.N.Reddy colony, Meerpe!,
Hyderabad -500079.

Nationality : Indian

Marital Status : Single

Languages Known : Telugu, Hindi and English.
Current Salary : R541,2"O,OOO/— per annum
Expected Salary : Negotiable

Reference : if necessary

(V.SubTant@inyam Sharma)



