Job Description –Accounts Executive

Salary: Up to ₹15,000 per month
Qualification: B.Com / Graduate
Experience: 1–2 years
Industry Preference: Textile / Trading / Wholesale (Preferred)

Key Responsibilities:

· Maintain day-to-day accounting entries

· Handle purchase, sales & expense vouchers

· Assist in billing, invoicing & ledger maintenance

· Maintain cash & bank book

· Coordinate with HR for salary & attendance data

· Support GST data preparation (basic level)

· Follow-up on outstanding payments (internal coordination)

· Maintain proper accounts documentation & filing

Skills Required:

· Basic knowledge of accounts & GST

· Familiarity with Tally / accounting software (preferred)

· Accuracy & attention to detail

· Good coordination skills

· Basic Excel knowledge
