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	  PROFILE SUMMARY


	Dynamic young professional actively exploring opportunities for a solid career foundation within a reputed organization where knowledge and experience will be utilized and further honed. Possesses strong competencies in handling office administration functions, accounts and functional support. Capable to carry out multiple tasks independently, set job priorities, organize assigned work functions with little or no supervision, meet deadlines, maintain confidentiality of company records, surpass performance parameters and achieve goals set by management. Proactive and efficient team player with excellent analytical, problem solving, organization, coordination, time management, communication and interpersonal skills.

STRENGTHS

· Well Trained and experienced professional

· Sound Knowledge in Accounts
· Strong Team spirit and Leadership capabilities

· Resourceful-Reliable- Pleasing Personality

· Commitment to Service Excellence

· Advanced IT knowledge – MS,E-mail and PowerPoint
· Husband Visa with Immediate Availability

QUALIFICATIONS 

Master of Business Administration – Finance 
(IIBMS - Mumbai )
Bachelor of  Commerce –  S.D.N.B Vaishnava college, Chennai India

CORE  COMPETENCY

DATA ENTRY & CUSTOMER SERVICE

· Carry out daily duties efficiently including correspondence, customer relation,
as well as technical support. 

· Perform a variety of administrative support for various departments.

·  Provide accurate, efficient and committed office work support in completing daily activities. 

·  Render support tasks such as proofreading, transcribing handwritten information, or operating  calculators or computers to work with pay records, invoices, balance sheets, or other documents. 

·  Handle advance level electronic entry of incoming documents. Operate computers programmed with

· Customized system management information. 

·  Open, sort, and deliver incoming correspondence, including faxes and e-mail. 

·  Read and analyze incoming memos, present reports to find out their significance on various concerns and plan their distribution to appointed unit for proper response. 

·  Preserve proper records of incoming and outgoing correspondence, file documents and letters systematically and keep all assigned files up-to-date. Keep confidentiality in all company documents. 

·  Manage complete facilities set up and upkeep. Ensure enough supplies to support operations. 

·  Serve as main point of contact between staff members and department heads. 

·  Liaise with different departments to coordinate activities, exchange information, and resolve issues as well as to ensure timely implementation of objectives. 

·  Contribute to the establishment and development of the organization’s goodwill/reputation by presenting a professional image 

Dubai – Accounts Executive Trainee - Current Employer (March 2013 – till now)

· Preparation of inter companies reconciliation statement 

· Assist in the preparation of monthly balance sheet account reconciliations.

· Bank transaction along with submitting cheque in the banks regularly.

· Manage the day to day transaction of the company and update the progress

· Maintains customer confidence and protects operations by keeping financial information confidential.

· Answering customer queries and products and services.

· Resolve product or service problem by clarifying the customer complaint.

· Documentation controller.

Previous Position & Employer (March, 2011 –January 2012)

Process Associate - TCS E-SERVE International Ltd.

Division: Operation Risk and Control 
· Handling of Nostro accounts - the accounts maintained with other banks in foreign currency.
· Interact with foreign clients for efficient and Consistent process handling.

· Administered online banking functions for vendors and Suppliers

· Ensure that payment against invoices is done as per the organization’s rules and policies.

· Managed vendor accounts, generating weekly online payments.

· Ensure availability of funds with the accountant before issuing payments to vendor.

· Prepared monthly company accounts reports

· Managed vendor accounts, generating weekly online payments.

Process Associate Scope International (Aug’09 – Apr’10)


    Responsibility:

· Handling of banking operations - Account openings, issuing credit cards, capturing 

· Customer details.

· Ensuring collateral documents are verified before processing loan
· Providing new ideas for process enhancements.

· Contributes team efforts by accomplishing results.
· Multi-tasking & Document Controller

· Opens customer accounts by recording account information.
I.T. SKILLS 
· Proficient in utilizing C & C++ Programming
· Well – versed in using Windows XP & Linux OS 

· Expert in MS Office , E-mail & Internet 
· Good Knowledge in financial accounting 
· Effective communication skills & Knowledge in SAP and ERP.

· MS Office SQL Server MS Access HTML & Front Page

· Tally 7.2ASP, XMLVBVB Script

· Certificate Course in Logistics Management

OTHER DETAILS 
Date of Birth        :    20.05.1989

Nationality           :    Indian

Languages            :    English & Tamil

Marital Status      :   Married
Visa Status            :  Husband’s sponsorship




