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SMITHA

SMITHA.159461@2freemail.com   

CAREER OBJECTIVE

To pursue a career in Accounting/Administration field, willing to work in an organization, which gives opportunity to explore one’s talents. Recognized capabilities and believes in team work and continuous development.

KEY SKILLS

· Strong Mathematical and statistical knowledge to ensure error-free calculations
· Excellent presentation skills that helps to present the financial data of the organization in a systematic order
· Brilliant time management and organizational skills that helps to complete the given tasks promptly and correctly
· Detailed knowledge about accounting principles, accounting standards, book keeping procedures and office practices
WORK SUMMARY

Western Voice Sales Solutions LLC, Dubai

Senior Accountant

12th May 2011 -30th September 2012

· Invoicing
· Prepare Sales Report
· General ledger operations
· Bank Reconciliation
· Monthly Balance sheet Preparation
· Preparation of monthly financial reports
· Preparation and co-ordination in Auditing
· Provides assistance to the Director of Finance with various administrative tasks
· Held accountable, to a high degree, for the accuracy and thoroughness of departmental records and reports.
· Protects the company’s value by keeping information confidential.
· Special projects as assigned or other duties deemed necessary by Financial Accounting Management.

· Responsible for conducting all responsibilities in a professional and ethical manner.
· Maintaining Petty Cash.
Govt.Vanitha ITI, Malampuzha, Palakkad

Accountant

September 2009 – 5th May 2011

· Prepare Journal entries
· General ledger operations
· Reconcile and maintain balance sheet accounts
· Monthly closings and preparation of monthly financial statements
· Preparation of monthly financial reports
· Accounts receivable and accounts payable
· Tax computations and returns
· Budgets and forecasts
· Account bank reconciliations
· Preparation and co-ordination of the Audit process.
Power Electronics, Palakkad

Accountant

September 2006 - September 2009

· In-charge of accounts payable department
· Overseeing balancing of accounts by new employees
· Preparing monthly journal reports on company expenses
· Examining and supervising cash reconciliation department
· In-charge of cash disbursement and filing of cash payable data
· Authorizing the release of cash to clients
· Preparing monthly billing reports for presentation during board meetings
· Training of new accounting employees on various duties
· Maintaining accounts, databases and daily billings in order and up to date
· Ensuring incoming revenues are handled in a timely manner
Aaura Networks, Bangalore

Accounts Assistant

March 2005 - July 2006

· Responsible for handling accounts payable and receivable transactions
· Responsible for reconciling accounts records
· Prepared various financial reports and statements
· Responsible for supporting accounting manager in his work
Ghani Motors, Palakkad

Accountant cum Cashier

May 2004 - January 2005.

· Preparing Books of Accounts like Cash Book, Bank Book, Sales Register, Purchase Registers and Ledgers.
· Preparing Bank Reconciliation Statement
· Preparing vouchers, cashbook, maintaining Petty Cash.
Fort Hospital Ltd., Palakkad

Accounts clerk

March 2002 - May 2004

· Collects and enters data in various accounting systems as instructed.
· Provides assistance to Finance Department during month end processes and scheduled audits.
· Provides assistance to the Compliance Department on a regular basis.
· Provides assistance to Accounts Payable on a regular basis.
· Assist with various projects in financial accounting and compliance operations.
· Responsible for maintaining a consistent, regular attendance record.
	ACADEMIC QUALIFICATION
	
	

	
	Bachelor of Commerce
	:
	University of Calicut

	
	Master of Commerce
	
	Pursuing (University of Calicut)


TECHNICAL QUALIFICATION

· Post Graduate Diploma in Computer Applications (PGDCA)
· Diploma in Computer Financial - Accounting & Access Tally (ERP 9.00 ver.), Quick Books, Peachtree and Dec easy, Linux, C, C++, Oracle9i, VC++, VB, Visual studio.net (VB.Net, VC.Net, C#.Net, ASP.Net) Java
· Microsoft Word, Excel & PowerPoint
	PERSONAL DETAILS
	
	

	
	
	
	

	Date of Birth
	:
	9th March 1980

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Religion
	:
	Hindu

	Linguistic Ability
	:
	English, Malayalam and Tamil

	
	
	

	Visa Status
	:
	Husband Visa


I accept all the particulars furnished by me are legitimate and correct to the best of my knowledge and belief.

Raghu) 
