RESUME
LEELAVATHI  UPPALURI
Plot No. 95, Phase II, E.C. Nagar, HCL Post, Cherlapally, Hyderabad (A.P.) – 500 0051.

Mobile No.: 9912569965
E-mail: leela.u@hotmail.com 
OBJECTIVE: Seeking a Challenging Career in Professional Organisation / Corporation Sectors through constant process, Interaction, Learning and Updating; where contribute My self as a team member; and skills can be best utilized.

WORK EXPERIENCE:
Presently Working in “RAAVIS TANKS & EQUIPMENTS” – Manufacturers & Fabricators of Electrical Transformer Tanks, Belt Conveyors – as a “Accountant”.

Nature of Work:
1. Preparation of Excise Invoices.

2. Preparation of Central Excise & Sales Tax Returns every month in time.

3. Maintenance of Sales, Purchase Ledgers and entries made into Tally Software.

4. Handling of Cash and Maintenance of cash book.

5. Preparation of day to day vouchers.

6. Preparation of Salary statements.

Organisation I:
“SHREE ENGINEERING CORPORATION” – Dealers for all types of Industrial Machinery such as Air Compressors, Motors, gland packings etc. – worked as a “Accounts cum Admin. Executive” from 1997-2000.
Nature of Work:
1. Maintenance of all records including sales & purchase
2. Tender related matters.

3. Preparation of quotations & purchase orders.

Organization II:
“SODHANA TRUST” – An Ayurvedic Medicinal Research Centre – worked as a 
“Secretary to Advisor” from 2001-2007.

Nature of Work:
1. Maintenance of salary statements &Accounts.

2. Preparation of Patient’s data in Excel sheet.

3. Preparation of user manuals & News Letters.

Organization III:

“GETECH INDUSTRIES” – Manufacturers & Exporters of  Water Well Drilling Rigs and Hand Pumps – worked as a “Admin. Executive cum Accountant” from 2007-2008.

Nature of Work:
1. Checking day to day E-mail and answering the customers.

2. Preparation of Export documentation.

3. Maintenance of Accounts in “Focus” software.

EDUCATIONAL QUALIFICATIONS

Academic

Graduate in B.Com from Acharya Nagarjuna University.

Technical

Type writing Higher grade in English.

Computer Skills: MS Office.

Accounting packages: Tally7.2.

Translation Skills: Can Translate native languages like Telugu, English and Hindi.

PERSONAL PROFILE

Name


: U. LEELAVATHI

Husband’s Name
: U. PHANI KUMAR

Date of Birth

: 17th July, 1975.

Languages Known
: Excellent verbal and written skills in English, Telugu, Hindi.

REFERENCES
: Mrs. Anusha – freelancer - 8977557774
Place
: Cherlapally, Hyderabad.

Date
: 02.11.2013








(U. LEELAVATHI)

