DEENA

Email: deena.140003@2freemail.com 


Summary

· Seeking a challenging position in Banking or Finance in order to use my skills for various applications that dynamically work towards the growth of the organization and personal development.

· Intensive and efficient working nature.
· Quick adaptability to job challenges.
· Good Problem Solving Skills and Excellent Communication Skills.
· Presentable and with good inter-personal skills. well spoken 

· Ability to work both individually and in team environments.
Work Experience
Worked as an Accounts Assistant from  June 2011 to Nov 2011 for  Trade General Trading LLC, Dubai (UAE).
 Job Responsibilities 

· Maintaining daily files.

· Payable Receivable tracking
· Making monthly report in excel

· Passing day to day voucher entries.

· Dealing with customers and banks
· Controlling on cash dealing for office use
· Other accounts related works
· Preserve proper records of employee file and company records, maintain their confidentiality.
· Handling Petty cash

· Bank Reconciliation
· Worked as an Accountant from 2nd Nov 2010 to 30th April 2011, for "Karan Tax Consultancy Services", India.

· Worked as an Accountant from1st July 2010 to 31stOctober 2010, for "Furtado construction", India.
Job Responsibilities 

· Prepare of periodic reports on Customer Balances along with aging analysis.
· Monitoring the follow-up Debits/Creditors and reconciliation of their accounts.

· Preparation of profit and loss accounts and balance sheets, Bank reconciliation Statements, Filing of Returns. (Salaries etc.)

· Maintain Books of Accounts such as Debits/Creditors, Day Book, Ledger, Journal.
· Data entry job for Bankbook, Checking of students Payment due date and staff advance accounts

· Receiving and checking suppliers invoices against contractual terms and recording the approved invoices in the accounting system
Education Qualifications:-
· Passed Post Graduation in M.COM in the year 2008 to 2010 from St.ALOYSIUS COLLEGE Mangalore, affiliated in MANGALORE UNIVERSITY India.
· Passed Bachelor of Commerce in the year 2005-2008 from POMPEI COLLEGE Aikala, associated with MANGALORE UNIVERSITY India.
Technical Skill 
	Operating Systems
	Windows 2000/XP

	Others
	MS-Word,Power Point

	
	Excel, Tally 9.0 VAT enabled.


Academic Project Experience

Project Title:     Housing Loan 
Internship Title: Training and organisation structure.

Roles and Responsibilities: 
· Extensively Involved Project & Report from 07.12.2009 to 31.03.2010, for MCC Bank", Ltd. Mangalore, India.
· Extensively Involved Internship from June to July 2009, for "Corporation Bank" Ltd. Mangalore, India
Personal Details 

Date of Birth: 

14th May 1988
Nationality: 

Indian.

Sex: 



Female 

Marital Status: 

Married
Language Proficiency: 
English, Hindi, Kannada, Konkani and Tulu.

Visa status:                        Husband Visa
I hereby declare that the data furnished above is true to the best of my knowledge.
