PRACHI


ACCOUNTS MANAGEMENT/ LOGISTICS/ GENERAL ADMINISTRATION
Seeking challenging and growth oriented opportunities in the industry


PROFILE
· Competent and result oriented professional offering 16 years of experience across Accounts Management, Secretarial Functions, General Administration & Office Management; last spearheaded as Accountant/ Logistics Coordinator with National Trading & Development Est. Dubai
· Professional excellence in providing comprehensive administrative support to facilitate entire office operations; Logistics support and documentation, capable of working effectively in a fast-paced environment and consistently prioritizing tasks to meet deadlines; excellent interpersonal skills, initiative, attention to details and follow-through skills.

· Possesses the competence to complete the work assigned without compromising on quality under all circumstances using a combination of organizational and presentation skills.

· Motivated and goal driven with a strong work ethics, continuously striving for improvement coupled with excellent Administrative aptitude with an eye for detail and the commitment to offer quality work.


PROFESSIONAL EXPERIENCE







July 2011 till date
Designation – Accountant

Duties & Responsibilities

1. Calculation of referral Income to be paid to Doctors

2. Preparation of credit billing of hospital tie-ups and corporate billing.
3. Collection, counting of cash collected from patients and handling petty cash.
4. Making payments of vendors.
5. Updating stock of medical consumables in Tally ERP

NATIONAL TRADING & DEVELOPMENT EST
(Dubai)



Oct 2005- Dec 2009
Accountant/ Logistics Coordinator 
· Meticulously managed diverse accounting functions including preparation of vouchers and error-free entries in Tally, Daily Cash & Bank Book, Banking functions, Bank Reconciliation, Payroll and follow-up with Debtors and Vendor Billing 

· Prepared all types of applications viz., LCs, amendments & shipping guarantees promissory Notes, etc.

· Handled entries to be passed on settlement of various loans such as Trust Receipt / Custom duty / STL thru Bank Payment.
· Expertise includes World Class ERPs such as Palm, Tally, Palm MEA and in-house software; 

· Entry to be passed for interest accrued (wherever banks are recovering on monthly basis, like NBAD & NBO)

· Prepared Cash Book, Ledger, Journal Register, Purchases & sales registers and any other subsidiary books & statement required and independently handling Trail Balance and Funds & Expenses accounts

· Implemented systems & procedures for the preparation & maintenance of statutory books of accounts, reconciliation statements and financial statements including Receivables and Payables 

· Prepared funds flow and cash flow statements to monitor the inflow & outflow of funds and ensure optimum utilization of available funds to accomplish organizational goals

· Handled Marine Declaration to be sent to M/s. Qatar Insurance Co. on monthly basis.

· Recorded overtime & other allowance for more than 1000 employees and checked accuracy of the data entry and calculation generated by the Palm ERP in-house payroll system.  Generated and distributed pay slips to employees and   clarify any queries to the employee with due diligence.  

· Controlled and tracked documents related to employees annual and sick leave, preparing the leaving joining forms, passport release forms and other documents needed by the employee, to be duly approved by the Administration & HR manager.  

· Accountable for daily volume of quantities co-packed and time consumed to co-pack various promotional activities for each SKU (item) number for the 6 divisions.   Prepare monthly consolidation costing reports divisional wise to charge the respective division accordingly.

· Updated and generated the NTDE Garage Distribution Fleet Expense report for the NTDE fleet of 600 vehicles (comprising of delivery Van and trucks, salesman vans and marketing vehicles) to the concern divisional directors. (NTDE has its own full fledge garage)   

· Handled & prepared documentation control for more than 80 Vending Machine placed in public sectors and in shopping malls. Prepare related documents for renewals and new contracts with the Municipality and Malls.  Preparing Monthly Vending Machine Collection and Inventory Report.

· In charge for the preparation of Haggen Daz delivery notes to our NTDE Haggen Daz cafes located in Dubai.  Replenish the cafes with adequate stock based on the request given by the Café supervisor

· Updated stock of goods purchased for Haggen Daz branches.

· Calculated the cost price of the goods and submit it to the accounts department.

· Responsible for checking long destinations trip allowances and preparing monthly delivery reports for the same.

· Assisted the Accounts Logistics Personnel.

· Responsible for issue of parking cards for salesman of all divisions and prepare allocation reports for each division.

· Handled preparation of bank applications for Letter of Credit, Shipping guarantees, Bank guarantees and promissory Notes.

NATIONAL TRADING & PHARMACEUTICAL EST.





Ma 2005- Sep 2005
Secretary/ Sales Coordinator

· Prepared quotation letters, coordinating with sales staff and maintaining their database.

· Followed up on orders and forwarding it to Accounts dept for the approvals.

· Coordinated payment and collection.

· Proficient in handling day-to-day general correspondences like letters, faxes, Emails etc; efficiently managing routine correspondences and making replies whenever required.

· Judiciously performed miscellaneous computer related jobs, managing typing assignments efficiently and effectively.

· Adept at handling business to business calls, fixing an appointment and making travel arrangements whenever required.

BIN HASSAN GENERAL TRADING







Apr 1999- Aug 2000
Data Entry Operator

AHMED HASSAN MOHAMMED TRADING






Oct 1998- Mar 1999
Secretary

BANSAL & ASSOCIATES CHARTERED ACCOUNTANTS




Mar 1994- Jan 1998
Accounts/ Audit Assistant



EDUCATIONAL & PROFESSIONAL CREDENTIALS

B.Com, 1991 Bombay University
Certificate Course in tally ERP 9.2, 2010 Tally Academy, Pune India
Diploma in Computer programming & System Analysis, 1994
University of Bombay's Garware Institute of Career Education and Development.
Diploma in International Airlines & Travel Management, 1992
India International Trade Center,Mumbai
Computer Proficiency: Windows, MS Office


Date of Birth: 5th September 1971
Language Proficiency: English, Hindi, Marathi
References: Available on Request
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