CV No: 101292
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

CAREER OBJECTIVE

To be able to accomplish a responsible positionin Finance & Accounts where my skills, qualification, capabilities, experience and accomplishment will allow myself for the opportunity related with career expertise and also to be able to exceed to the high standard of professionalism & quality service for the organization I may be associated with.
STRENGHTS

Self-Motivated, Positive Attitude, Open for Learning and Feedback, Patience to understand, Willpower to overcome hurdles and last but not the least “Common sense”.
WORK EXPERIENCE

Travel LimitedJan 2008 to Oct 2013
Accounts Executive 
Responsibilities

· Responsible for day to day accounting function.

· Handling Receivables – Generating invoices on verification of all related documents.

· Preparing ageing, debtor’s reconciliation and follow up for payments, posting receipts.

· Handling payable – Receiving invoices, matching process and processing payments.

· Passing closing entries, bank reconciliation, GL reconciliation and assist in month end procedures.

· Helping to prepare balance sheet, profit and loss statement, and other reports.

· Maintaining cash, Salary Register.
· Handling petty cash activities.
· Preparing and coordinatingbank deposit activities and coordinating with the bankers.

· Coordinating with the sales department.

· Preparing and maintaining cash vouchers.

Ambassdor Travel ServicesMay 2004 to Dec 2006
Junior Accountant
Responsibilities

· Collecting of payments.

· Reviewing invoices to ensure that all the information appearing on them is accurate.

· Verifying payable transactions comply with financial policies and procedures.
· Day to day banking operations of the company

· Preparing and coordinate deposit activities.

· Checking, verifying and processing invoices

· Coordinating with the sales department.

· Maintaining cash, Salary Register
· Coordinating  with Senior Accountant in finalization of accounts
· Maintaining purchase order. 

· Handling petty cash activities.
· Monitor customer accounts for non-payment and delayed payment

· Helping to prepare balance sheet, profit and loss statement, and other reports.

ACADEMIC ACCOMPLISHMENTS     

	Exam
	Board / University
	Institution
	Year of Passing

	MBA
	Annamalai University
	Annamalai University, Chennai
	2013

	B.Com
	Bangalore University
	St.Joseph’sEevening College
	2000


IT / COMPUTER SKILLS
· MS Office – Excel, Word, PowerPoint, etc
· Tally ERP 9
HOBBIES

Cooking, Reading books, handicrafts & gardening.
PERSONAL DETAILS

· Date of Birth
             : 11th August 1978
· Sex

             : Female

· Marital Status
 : Married
· Nationality                   : Indian
· Language Proficiency    : English, Hindi, Tamil & Kannada.[image: image1.png]
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