CURRICULUM VITAE

SANAA
Sanaa.150720@2freemail.com 

Objective:
“To secure a position that allows me to use my knowledge and skill with satisfaction and advancement in finance as well as human resource domain.”

PROFESSIONAL DETAILS

Degree


:  M.B.A

Discipline

: Finance & Human Resource

Class


: Distinction (76%)

Year of Completion
: April 2009

 University

: Bharath University School of Management, Chennai.
Degree


: B.com

Discipline

: Commerce

Year of Completion
: April 2007

Institute/College
: Urumu Dhanalakshmi College, Trichy.

University    

:  Bharathidasan University, Trichy.
Junior college

: 12th

Discipline

: Commerce

Class


: Distinction (80%)

Year of Completion
: April 2004

Name of school
: B.H.EL. Matriculation Hr.sec.school, Trichy.

RELATED COURSE WORK

Summer Internship Training Project in COMSTAR AUTOMOTIVE PVT LTD, Chengalpattu.

(May-June 2008).

WORK EXPERIENCE

· Currently working as FINANCE MANAGER/AXIMUS TRADING LLC.Dubai,(2014-at present)
· Manage and oversee all accounts & finance operations including Billing, A/R,

A/P, GL, Cost Accounting, Inventory Management and Revenue Recognition.

· Treasury management through prioritizing payments, tracing receivables and

managing financing facilities with banks including managing of all matters related

to rising of financing; loan negotiations, credit facilities, LC’s and Guarantees.

· Develop financial strategies by forecasting capital, facilities, and staff

requirements; identifying monetary resources; developing action plans with close

co-ordination with sales and project team.

· Assisting Sales team in negotiation and finalization of commercial terms of

projects.

· Facilitate the execution of all audits & stock takes and take necessary action there

against.

· Develop, implement and monitor policies and internal controls. Identify,

investigate, and analyze potential operational improvement. As appropriate,

based on findings make proposal for operational changes (policy, procedures,

processes, etc.)

· Assisting MD in management of other associated companies.
· Having a strong negotiation skill.

· 2-yrs  worked as SENIOR ACCOUNTANT/ ALPHA ISLAND GEN.TRADING (2012-2014)
· Handling of Tally software.
· Treasury management through prioritizing payments, tracing receivables and

managing financing facilities with banks including managing of all matters related

to rising of financing; loan negotiations, credit facilities, LC’s and Guarantees.

· Maintaining PDC list 

· Verifying material received and subsequent purchase entries

· Issuing delivery notes enable supply of materials and preparation of invoices

· Payment follow up

· Verification of bank accounts on daily basis and preparation of cash flow

· Reconciling bank accounts 

· Local bill discounting(LBD)

· Clearing & forwarding 

· Preparation of quotation, purchase order, Proforma invoice.

· Handling of petty cash

· Maintaining and follow up of all ISO record and documentation work.

· Assisting MD in management of other associated companies
· 2-yrs worked as ACCOUNTANT/ WATT ELCTRICALS LLC (2010-2012)
· Handling of Comrade software

· Bills payable, receivable

· Maintaining PDC list 

· Verifying material received and subsequent purchase entries

· Issuing delivery notes enable supply of materials and preparation of invoices

· Payment follow up
· Verification of bank accounts on daily basis and preparation of cash flow
· Reconciling bank accounts 
· Local bill discounting(LBD)

· Clearing & forwarding 

· Preparation of quotation, purchase order, Proforma invoice.

· Handling of petty cash
· Maintaining and follow up of all ISO record and documentation work.
· 1-yr worked as an ASST.RELATIONSHIP MANAGER/ INDIA INFOLINE, Chennai, Tamilnadu, India (2009)
COMPUTER LITERACY 

Diploma in Computer Application-1 yr Programme in Manipal University.

                 [Basics of IT, MS-Windows 98, MS-Word, MS-Excel, MS-PowerPoint, MS-Access, Tally 6.3 Internet enabled Internet, HTML and Multimedia.] 
SPECIAL AWARDS:

· Got Certificate of Honour for cent percent attendance for the year-1997, 1999, 2000, 2003.
· Won many prizes in Shot Put and Volley Ball in inter departmental sports meet. 

· Secured the First place in the subject Banking Theory, Law & Practices in B.com- 2005 in Bharathidasan University.
  
· Won First Prize in drawing Competition in Rock town Junior Chamber and many participation certificates.

· Participated in NSS Workshop on Career Building and Won Best Volunteer award.

· Participated in Leadership Training Programme, Inter Collegiate Youth Festival conducted by Rotract Club, Trichy.

· Participated in District Level Youth Red Cross Functionaries’ Meet, Trichy.  

PERSONAL DETAILS

Nationality

: Indian

Religion

: Islam
Marital Status

: Married

Visa Status

: Husband Sponsor
DECLARATION 

I hereby declare that all the information provided above are true to the best of my knowledge.
Date
:  






  (Sanaa)

