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CAREER OBJECTIVE
Seeking environment that will serve as a platform to learn and enhance skill and knowledge. I wish to get experience that can be enriched and to secure a responsible and challenging position that offers an excellent opportunity for personal growth and professional advancement.

PROFILE STRENGTHS 
· More than 6 years of experience in Financial Services Industry and in an Administrative role.
· Capable of handling accounting and has adequate exposure to Internal Audit, Sales tax works and has good inter-personal skills.
· Plans and controls own work, selecting and utilizing appropriate methods, procedures, tools, equipment and standards effectively, to meet all targets set. 

· Exercises professional judgment within a framework of guidelines provided by superiors.

· Clear understanding of business rules and ability to work well as an Individual or as a part of the project team.

· Resourceful in the completion of projects, effective at multi-tasking.

· Highly trustworthy, self motivated, hard working, ethical and posses a Friendly personality.
· Good Communication skills, diplomatic involvement and works under pressure and within the time given.
SKILLS

· Working knowledge in Tally Accounting package
· Working knowledge in MS Office (Excel, Word, PowerPoint)

· Graphic Designing (Photoshop, Corel Draw, Page Maker)
· 3D studio Max

· Auto CAD (2D & 3D in Civil & Mechanical)

· Macromedia Flash Professional and Illustrator
· ArchiCAD
WORK HISTORY
MANAGER (Accounts & Administration)
Rajesh Associates - Tax Consultants & Practitioners

         July 2005 to February 2008

Aluva, Kerala, India
· Monitored the smooth functioning of the office activities and kept track of the productivity of staff.
· Provided support for a variety of office administrative functions.

· Prepare and audit various supporting documents like bills, receipts, vouchers, invoices, purchase orders and employee attendance records.

· Communicated audit results to upper management through written reports and oral presentations.

· Preparation of Trading and Profit & Loss A/c.
· Finalization of Books of Accounts.
· Prepare and audit various supporting documents like bills, receipts, vouchers, invoices, purchase orders and employee attendance records.

· Compiled financial reports pertaining to cash receipts, expenditures and profit and loss.

· Maintained integrity of general ledger, including the chart of accounts.

· Filed tax returns and prepared governmental reports in compliance with strict standards.

· Analyzed monthly balance sheet accounts for corporate reporting.

· Compiled general ledger entries on a short schedule with nearly 100% accuracy.

FACULTY

G-Tec Computer Education





           May 2008 to April 2010
Kochi, Kerala, India

· Provided support for a variety of office administrative functions and supervised staffing for the organization’s departments.
· Developed program to work with students and increase interest in higher learning.

· Designed, developed and implemented student-specific CAD subject course plans and lessons. 

· Instructed customized CAD lessons and tutorials during students’ theory classes, training workshops and laboratory sessions. 

· Taught and demonstrated principles, techniques, and methods of CAD subject, to assigned students. 

· Provided appropriate CAD training related feedback and educational assistance to students. 

· Prepared and maintained reports and data records related to student grades, attendance, and CAD training activity. 

ACCOUNTANT
Bite Rite






           August 2012 to January 2014
Abu Dhabi, UAE

· Maintained fixed asset module and calculate and record monthly depreciation expense.

· Reconstructed accounting records from clients' checks and cash receipts.

· Assisted management with the finalization of the annual expense plans.

· Collected and reported monthly expense variances and explanations.

· Created presentation formats for monthly/quarterly reviews of expense charge-outs.

· Drafted the complete annual audit reports including all footnote disclosures.

· Performed periodic budgeting/modeling to project monthly cash requirements.

· Prepared financial pages for presentation to senior management.

EDUCATION
GRADUATION: M G UNIVERSITY, 2005 - 2008
BACHELORS IN COMMERCE
COMPUTER EDUCATION
G-TEC Computer Education, 2008

· Multimedia and Graphics
· MS Office

· Tally
APTEC Computer Education, DUBAI, 2014 – 2015
· Interior Designer in Visualization 

OTHER ACTIVITIES
Interested in reading, listening to music, dancing and watching movies
Loves Photography & Travelling
Plays music instruments - Guitar, Congo Drum, Jazz & Piano
I do hereby declare that all the details given above are true and correct to the best of my knowledge and belief.
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Personal Profile





DOB		: 19/04/1985


Gender		: Female


Nationality	: Indian


Marital Status	: Married








	


Languages Known


English, Hindi, Tamil & Malayalam 
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