ARUNA
Email: aruna.159256@2freemail.com 


Career Summary
· Bachelor of Commerce 

· 12 years & 2 years in UAE experience in various companies as an Accountant
· Experience with Advertising LLC as an Accountant General and Office administration
· Experience with Mls. Subh Resins Mfg. Co. Ltd as an Accountant and Office administration.
· Experience with Gayathri Countrywide Marketing as an Accounts Assistant.

· To Prepare, examine, or analyze accounting records, financial statements, or other financial reports to assess accuracy, completeness, and conformance to reporting and procedural standards.

· Ability to communicate effectively at senior management level while inspiring trust at all levels. 

	Working Experience:


Indigo Innovations Advertising LLC, Dubai, UAE

    Company
  : Advertising LLC, Dubai, UAE

    Duration
  : Jun 2013 – Jun 2015
    Designation: General Accountant 
    Role/Responsibilities:

· Maintaining all books of accounts.
· Accounts Payable, Accounts Receivable, Pay Roll, Maintaining Petty Cash

· Preparation of all Financial Statements, Trial Balance, Profit & Loss A/c & Balance Sheet
· Well experienced in accounting packages i.e. Tally ERP, QuickBooks, Peachtree

· Knowledge of SAP

· To co-ordinate with clients
· To ensure that accounts are accurately monitored and recorded

· Discharging managerial and organizational functions.
· Auditing

· Self-Correspondence
· Other duties as assigned by MIS
Subh Resins Mfg. Co. Ltd 



         
    Company
  : Subh Resins Mfg. Co. Ltd

    Duration
  : April 2010 - December 2012
    Designation: Accountant & Office Administrator, Andhra Pradesh, India 
  Role/Responsibilities:

· Maintaining all books of accounts.
· Dealing with  company’s payroll by processing wages and employee expenses
· Preparation of Trial Balance, Profit & Loss A/c & Balance Sheet
· Preparation of Bank Reconciliation Statement, Ledger Reconciliation
· Well experienced in Accounting Packages i.e. Tally ERP, Busywin, Focus, Wings
· To ensure the Accounts are accurately monitored and recorded

· Discharging managerial and organizational functions.
· Auditing

· Self-Correspondence
· To monitor office operations
· To manage staff schedules
· Knowledge of PF, ESI, Sales Tax, Service Tax, Central Excise, IT Returns
· Other duties as assigned by MIS
Gayathri Countrywide Marketing                    



         

    Company      : Gayathri Countrywide Marketing, Andhra Pradesh, India
    Duration        : April 2001 – March 2010
    Designation    : Accountant 

  Role/Responsibilities:
· To maintain all books of accounts.
· Preparation of Trial Balance, Profit & Loss A/c & Balance Sheet
· Preparation of Bank Reconciliation, Ledger Reconciliation

· Working on accounting packages i.e. Tally ERP, Busywin, Focus, Wings

· Self-Correspondence
	

	Education Qualification: 


· Bachelor of Commerce (B.Com), Osmania University, Andhra Pradesh, India. 

· Diploma in Computer Software, Andhra Pradesh, India.
· Diploma in Accounting Packages, Andhra Pradesh, India.
	Computer Knowledge:


Operating Systems    : Windows-2000 and Windows XP                 
Applications               : Tally, Ms Word, MS Power Point, Ms Excel, Typing-50wpm, 

                                     Knowledge of SAP, ORACLE, ERP, Payroll    
	Skills:


· Numerical Competence, Communication, Interpersonal, Reporting, Problem Solving skills
· Commitment & Motivation skills
· Attention to Deal
· Team Player & Time Management skills
· Professional skills
· Business Awareness
	Personal Profile:


Sex
:Female

Religion                                        :Hindu 
Nationality
:Indian
Age, Date of Birth
:37
Languages



:English, Hindi & Telugu
Present Address                            :Dubai, UAE
Notice Period



:Immediate 

Date:……………………….




Signature:…………………………         
