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	CAREER HIGHLIGHTS



	MBA professional with more than three years of qualitative experience in Management Information Reporting, Financial Management, Accounting, Receivables and Payable Management Commercial Operations and Administration.
1.SURE INTERNATIONAL, DUBAI, UAE-One of the leading water dispenser manufacturing firm in Dubai           

 Designation : Accountant    Feb 2010 – Feb 2011
2.IPA, Trichur, Kerala, India  – A Leading Auditing firm in Kerala India having a more than 200 Firms from various industries
Designation : Audit Executive          Oct 2008 -  Oct 2009

3.Bajaj Allianz Financial Distributers Ltd, Chennai, Tamil Nadu, India- One of the leading mutual fund firm in India 
Designation : Head CSR Operations,  Oct 2007 -  Sep 2008
4. Resource Management Consultancy, Chennai, Tami Nadu, India- A consulting firm engaged in Manpower recruitment and HR consultancy 
Designation : Administration and  HR Executive,  May 2007 -  Sep 2007


	


EXPERIENCE / KNOWLEDGE PURVIEW

Accounting

· Preparation & maintenance of statutory books of accounts and reconciliation statements, ensuring compliance with time and accuracy norms.
· Financial activities like preparation of payment Vouchers ensuring reconciliation, of bank statements, Branch accounts, Control accounts etc and verification of cash books etc.

· Coordinating activities for account receivables and payables by providing direction and assistance to the marketing staff. 

Finance 

· Supervising the preparation of MIS reports viz. fund management, sales& profitability, working capital and expense
Commercial Operations/ Statutory Compliance/ Auditing 

· Verifying vouchers and issuing pay orders. 

· Verification of purchases, inventory and pricing decisions. 

Administration

· Administering salaries and wages disbursement. 

· Overseeing the punctuality of attendance of   employees and confidential reports to the top management.
· Co Ordination of Recruitments and arranging the Interviews 

ACADEMIA

MBA –   Finance & Marketing Guruvayurappan Institute of Management, Tamil Nadu, India (2007)
BCom - Calicut University, Kerala, India (2005)
COMPUTER PROFICIENCY

Office Automation and Accounting Software: Computerized Financial Accounting Software  
                                                                          MS Office

Tally 9

Peach Tree

Quick Book

Focus Reach

PERSONAL DOSSIER

Languages Known
:
English, Hindi, Malayalam and Tamil
Gender

:
Female
Marital Status

:
Married

Nationality

:
Indian









