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Objective: 
Seeking for the challenging position that allows me to use my accounting, auditing, communication and problem solving skills. 

Skills:

· Accounting

· Auditing

· Proficient with Microsoft Office software, including Excel, Word, Access and PowerPoint. 

· Great communication ability

· Excellent organizational skills. 
· Strong evaluative and analytical skills.
Employment History: 
Dubai    

July ’07 to Oct ‘11 – Internal Control Analyst/Accounts Payable/Receivable

· Conducting disbursement audit checking on all the invoices processed for payments also relevant supporting document, claims of the dealers and all other miscellaneous invoices processed for payment. Issuing disbursement audit report and follow up on the closure of the actions plans 

· Evaluate & provide reasonable assurance that risk management, control, and governance systems are functioning as intended and organization’s objectives and goals are met. Through PRM (Process Risk Management) walkthrough the process and assure that the process is followed like the payroll process , accounts payable process, accounts receivable process in order to ensure all the company policies are being followed as required. 
· Responsible for implementing, directing & overseeing the auditing and compliance programs like SOX (Sarbanese Oxley).  

· Report risk management issues & internal controls deficiencies identified directly to the management & provide recommendations for improving organization’s operations, in terms of both efficient & effective performance.

· Evaluate the organization’s readiness incase of business interruption. Responsible to update Business Continuity Plan (BCP) a disaster recovery tool ability to continue work immediately after the disaster.
· Monitoring and reporting  the completion of the Standard Operating Procedures of all the   

Departments. 

· Involvement in the company’s mandatory training program tracking of all the departments.

· Conducting Internal Control Committee meetings to discuss internal control issues.

· Facilitating the company’s year end audit with external auditors.
Accounts Receivable Analyst 

· Responsible for complete receivable activity making sure all the payments are received on timely manner, maintain an accurate aging reports, send statement to all the customer on timely manner, reconcile accounts receivable to the general ledger, cash flow forecasting. Interact with the customers to resolve outstanding issues. 

· Warranty claims processing – Auditing all the claims before processing for payment, issuing debit/credit note, resolving issues if any with the quality team. 

Accounts Payable Analyst 

· Handled the entire accounts payable activities. 

· Review & process all the invoices for appropriate documentation & approval prior to payment.

· Process the cheque request

· Audit & process the dewa bills

· Process 3 way P.O matching invoices.

· Respond to all the vendor inquiries

· Reconcile vendor statements, research & correct discrepancies

· Assist in month end closing

· Complete the posting of all the invoices.

· Perform all the journal entries before the month end.

· Update the foreign currency on daily basis.

· Resolve if any issues with the vendor. 

FDC International, Dubai 

August 2006 – June 2007 – Accounts Assistant 

· Handled the payables of the company which consists making the payments to the supplies making the cheques, sending telephonic transfer, taking care of purchases and the necessary documentation required for banking.

· Receivables of the company which consists of the collection of the payments from the customers and making deposit of the cheques in the bank.

· Letter of credit of the company only for the exports.

· General administrative work like medical, insurance.

DHL Mumbai, India

April 2005 – January 2006: Tele-marketing Customer Executive 

· Promoting Campaigns for the company 

· Generating Lead Prospect Customer to the sales department for opening an account and having a regular International Air-Express Requirement
Ogilvy & Mather Mumbai, India 

February 2003 – March 2005: Customer Executive 
Orange Project 

· Retaining the customers who want to churn & offering them suitable plans and free schemes according to their needs.

DHL Project 

· Promoting campaigns for the company and making new prospective leads for the company who has regular air-express requirements.

Education:

Association of Certified Chartered Accountancy (UK)

Currently appearing for Skill level - Part-II. Recently appeared for Financial Reporting (F7) & Performance Management papers (F5).

Certificate of GM SOX Process & Practice Training

Duration: 7thApril, 09 

Institute: KPMG

Masters of Computer Applications
Duration: Aug ‘05 –‘06
Institute: Vivek Anand Educational Institute of Technology
Mumbai, India

Details: The course/study consists of C programming language, Computer Hardware, Accountancy, Economics .Secured 59% in my first year. 

Bachelor’s Degree in Commerce 

Duration: June ‘00 – ‘04

Institute : D.J. Ruparel College ( Mumbai-India)

Degree: Mumbai University

Details: Completed 5 year degree in Commerce and Economics, core subjects included Bookkeeping & Accountancy, Mathematics, International Trade, Human Resources Management, and Taxation. Secured 63% in the final examination conducted by the University of Mumbai 

Diploma in Computer Applications and Management
Duration: May ’99 - July ‘99
Institute: A-plus Institute of Computers (Mumbai-India)
Details: The course consisted of basics of computers like painting ,Ms Word, Ms Excel, Ms    PowerPoint, FoxPro, web browsing.

Personal Details:

Date of Birth – 16th June 1983

Gender – Female

Marital Status – Married

Religion – Hindu

Nationality – Indian

Visa Status – Husband’s Sponsorship

Proficiency in languages – English & Hindi
