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Rekha.P- (MBA- Fin&HR)
(rekha.chikku0@gmail.com)
  
           052-7398677
Career Objective: 
To become an excellent, Operational, Managerial and finical administrator with a global organization where my diversified competencies, unique and interpersonal skills can be utilized for the growth and development of the organization.
Area of Expertise:

· Accounts,  Admin & operations, Executive Secretary
Strength & Skills:-

· Highly competent, self-motivated, hardworking and managerial skill.

· Self-Confident and good communicative skill with people at all levels.

· Good Accounting, Finance and HR experience.
· Smart & self-driven with positive attitude  & good Administrative & PR skills
· Adaptability to situations and change management needs and abide the norms of discipline.
· Excellent time and team management skills
· Able to work under pressure and very good team worker and a good leader.
· Self-Motivated & Hard working and ability to handle multi task.
· Designing and implementing various processes to effectively assist employee issues and facilitate functional inter-departmental meetings
Professional Experience:- 
· Al Sagr National Insurance Company- Dubai- As Accountant( 2012 to)
Key Responsibilities Handled:- 

· Monitoring Accounts Payables & Receivables

· Preparing Bank transfer order and handling cash.

· Bank reconciliation, and reconciliation with other insurance companies.

· Timely preparation and issuance of Sales commission

· Entering Journal entries and preparing cheques.
· Prepare monthly reports as per the requirements of management.
· Salary preparation & Leave record, Admin Co-ordination, Branch Operations coordination etc.
Royal Escort Limousine LLC- Dubai- as Office In charge/ Accountant (2010 to 2012) 
Key Responsibilities Handled: 

· Manage Office day to day operations.
· Enter all invoices and follow up the payments.

· Monitoring bills Receivables & payables

· Prepare weekly and monthly sales report ,Bank reconciliation, P&L a/c and  Balance sheet 

· Conducting and attending the meeting with customers on behalf of the company

· Handling cash, bank accounts and bank transfer.

· Preparing Salary, commission payable, leave records etc.

· Controlling and Monitoring Sales persons to achieve targets Schedule preparation. 

· Prepared sales report &, quotations & Invoices etc.
· Regional Senior Associate: Admin & Operations / Accounts (HSBC Invest Direct ) Bangalore & Kerala  Reg.Off- 2002 to 09) 

Key Responsibilities Handled:

·  Monitoring all Branches in Back office & Operations -(35 branches) (Stock & share division),
· Preparing Monthly receivables and payables report.

· Checking and forwarding KYC Forms

· Monitoring pay in and payout, verifying & clearing customer’s accounts, report, preparing MIS.

· Monitoring cash and Bank accounts, Checking vendors payments, etc.

· Preparing Salary and leave calculation, commission payable etc.

· Receivables & Payable monitoring, bank accounts and bank transfer.

· Controlling, coordinating and follow up the sales persons. 

· Prepared sales report &, quotations & Invoices etc.
· Meet the customers and satisfy them with good services as and when necessary.

· Designing and implementing various processes to effectively assist employee issues and facilitate functional inter-departmental meetings
Professional Qualification:                                                                                                                
· Master of Business Administration(MBA- Finance & HR)- from Indian Institute  of Commerce & Trade 

· M.Com-Management Accounting- Calicut University, Inida

· B.Com- Costing – Calicut University

Computer Proficiency:

· DCFA:-Diploma In computer Financial Accounting:
· Experience in Tally.

Personal details:

Nationality 


: Indian

Languages Known

: English, Hindi, Tamil, Malayalam

Marital Status

: Married

Visa Status


: Employment- Transferable
Driving Licenses

: valid UAE D/L
Expect Salary

: 10,000/-
Interests


: Music, dancing and readings


References


: Will be provided on request

Declaration 

I  hereby certify that  the  above  details  furnished  are  true  to the  best  of my knowledge  and  belief.

Rekha. P.
Dubai
: 052 7398677

