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Mini  
Mini.106004@2freemail.com 
Secretary/ Accounts assistant



Profile
Personal skills looking forward to a challenging and competitive working atmosphere leading to a professional experience with a dynamic and progressive organization where my skills, talents and abilities will be utilized to the maximum for mutual benefit.  To contribute abilities in the improvement of organization.  To grow in a professionally competitive environment.

Personal

Ability and experience of working independently as well as in a team.  Ability and willingness to learn and innovate. Have a positive attitude about all. With excellent interpersonal relations, I can work towards the smooth functioning of day today functioning of the department.  I take up a job with sense of responsibility, enjoy the challenge of new situations and have always strived to make a positive contribution.

Educational Qualifications

· B.Sc. Degree
     Mahatma Gandhi University, Kerala, India
· H.D.C

     State co-operative Union, Kerala, India

Personal information

 Name                                :    Mini 

 Marital status                     :    Married

 Date of birth                      :    27./05/1970
 Nationality                         :    Indian

 Sex                                   :    Female

 Languages known               :    English, Hindi, Malayalam

 Visa status                     :    Employment visa. (Jebel Ali free zone)
Courses Conducted  

1. Diploma in Office Automation                (M.S.Office-Ms-word&Excel), India

2. Tally Graduate                                      (Tally 7.2)   , India

3. Peachtree2006 & quantum 2009            Have two years experience in Peach tree 
Mini 

Work Progressions

1.Accounts assistant/Secretary                                                      April-2006 –June2008

        Al Hudaib Trading Co
        Dubai, U.A.E
    2. Accounting assistant                                                          June -2008 – Till continuing
        Tiger General Trading                                    

           Dubai, U.A.E.

Proven Job Role
Accountant  

· Manual &Computerized Accounting up to Finalization and Monthly &Yearly Trial Balance.

· Reconciliation of Bank, Supplier 

· Inventory Management/Purchase Payment store-purchase co-ordination.

· Maintain Books of Accounts, such as Debtors, Creditors, Payroll, etc.

· Preparation of   journal transactions   

· Bank Reconciliation Statement/Profit and loss Account.

· Monitoring Payable & Receivable review and Finalize Monthly collection reports.
· Analyze collection credibility of Customers/Dealers &Preparing Report.

· Preparation of Salesman wise job Analysis, Accounts Receivables and Payables.

· Salary preparation, billing works

· Record of labors attendance, store maintenance according to the level of activities. 

· Stock Valuation and Printing Reports
Secretary

· Office Correspondence using MS-OFFICE 
· Prepare reports of works done in the office.
· Attending calls and reporting to the concerned persons
· Arranging delivery and follow up with all customers for payments.

· Data entry works if any

References
Can be produce if required
