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Objective:

Seeking position in Accounts or Office Administration with a reputed organization, where I can apply my experience for the progress of organization & myself.

PROFILE IN-BRIEF

· Having 13 years in Accounts and Office Administration in Dubai.

· Having B.Com & Diploma in Computer Programming.

· Experienced in MS Office & Accounting Packages - MYOB, Tally, QuickBooks & Peachtree.

· Experience in Manual <& Computerized Accounting up to Finalization.

· Having valid UAE Driving License.

· Pleasing mannered and ability to get along with people.

· Experienced in Aging Analysis, Bill discounting & Payroll.

· Familiar with Procurement / Purchase & negotiation for OD Facilities.

· Experienced in Office Administration / MIS & Inventory.

· Fluent in English Language & expert in Self-correspondence.

· Disciplined, Initiative and responsible natured.

NATURE OF JOBS DONE

2010 Dec- June-2011
:       

Position
Procurement Supervisor

Job Profile
Forwarding copies of all necessary

documents for advance payments to finance department, verifying invoice and delivery Note <& LPO, releasing the cheques to the clients and declare the delivery status in the procurement log , entering the LPO in to the system and forwarding all the original documents with all relevant certificate as per the LPO to the finance department to close The LPO.

2008June-2009 Dec


Lundia Furniture Furniture Solutions

Position Accountant

Job Profile
:       Receiving the enquires, making quotations,

preparing invoices, preparing delivery Order, Arranging the Delivery, Purchasing from the local market if necessary and importing all the goods from the international market, handling petty cash,, preparing bank reconciliation , posting the receivables and payables in to the system, reporting to the manager regarding salary statements and forwarding to the managing Director to transfer the funds to the respective accounts of the staff etc. Deposing the cheques and correspondence with bank, customers^ Clients. Making sales and coordinate the sales

20O7July - 2008 March
Hala Tourism, Dubai.

Position Accountant

Job Profile
:     Receiving enquires, arranging trip. Desert

Safari Dhow Cruise etc .from the travel agents , preparing invoice, collecting cash, handling petty cash, preparing bank reconciliation statements, posting receivables and payables to the system etc.

20O5 - 2007June
Sabha Trading, Dubai.

Position
Asst. Accountant-cum-Office Incharge.

Job Profile
Attending telephone, sending faxes, receiving

enquires, making purchase, preparing all necessary documents for the L/C, legalizing the documents from the embassy and send to Libya, going to bank and submit all documents for the L/C, handling petty cash, preparing bank reconciliation statements etc . Managing the office independently.

1996 - '04 December


Future Line General Trading, Dubai.

Position Job Profile



Asst. Accountant-cum-Secretary.

Attending telephone, sending faxes, receiving enquires, legalizing the documents from the embassy and send to Libya, going to bank and submit all documents for the L/C, handling petty cash, preparing bank reconciliation statements etc . Making Quotations, Invoices, Purchase Orders, Preparing Accounts Statements A Managing the office Independantely

PERSONAL DETAILS

Nationality Sex

Married Status Visa Status Languages Known


Indian

Female

Married

Husband's Sponsorship English, Hindi A Malayalam

