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Work Experience:

Office Administrator, Hospital, Indore (India)









October 2000 – August 2011

· Receive and verify invoices and requisitions for goods and services.

· Prepare batches of invoices for data entry.

· Manage record and prepare all cheques.

· Main listing of accounts payable and maintaining the general ledger.

· Verify and record all financial transactions. 

· Prepare and send invoices to all the relevant parties.

· Prepare various monthly, bi-monthly reports related to all financial transactions. 

· Indexing and accounting for all the office / HR documents.

· Ensure smooth performance of daily administrative duties. 

· Ensure all files are updated with the relevant patient charts, documents and billing invoices. 

· Liaise with banks, vendors and suppliers and all incoming and outgoing patients. 

Office Manager, American Computer System, Sharjah 

 







April 1996 – July 2000

· Prepare monthly accounts for the Sharjah office.

· Prepare petty cash vouchers and invoices. 

· Prepare and record all cheques for vendors.

· Keep a record of all financial transactions.

· Prepare a monthly report related to all financial transactions. 

· Indexing and accounting for all the office / HR documents.

· Review and approve supply requisitions.

· Ensure smooth performance of daily administrative duties. 

· Ensure all files are updated with the relevant documents, permits and invoices. 

· Liaise with banks, organizations and consultants. 

Education:

· Post Graduate in Commerce (M.Com), Devi Ahilya University, Indore, India

· Bachelor of Commerce (B.Com), Devi Ahilya University, Indore, India

Skills:

· Computing Skills: Tally, MS Office XP

· Language Skills: Fluent in English, Hindi and Marathi

Personal Information:

· Gender: Female.

· Marital Status: Married
· Nationality: Indian.
· Visa Status: Residence Visa (Husband’s Sponsorship)
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