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OBJECTIVE & PROFILE:

Seeking a challenging position in a growth-oriented organization, this offers diverse job responsibility to utilize my skills, after having acquired MBA in Finance.  Thereby, contributing towards the smooth and effective functioning of the company.
KEY COMPETENCIES:
· Willingness to respond and adapt to changing technology.

· Ability and flexibility to preserve and grow in a changing environment.

· Decisively coordinate and process various types of payroll transactions.

· Prioritize tasks to meet the deadline.

· Experience in handling confidential information

· Proactive and resourceful work habits with a positive attitude.
OVERALL EXPERIENCES:

14 years of overall UAE experience in Office Administration, Sales Coordinator, Accounts cum Human Resources Assistant Executive Secretary of Purchase Department and Payroll Assistant.
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Duration: From July 2009 to Present 

Organization Name: M/s J & P (O) Ltd
Organization Type: Civil Engineering & Building Contracting Co.
Designation: Payroll Assistant
(Reporting to the Payroll Supervisor in the payroll for UAE, Jordan, Egypt, Libya, Ethiopia & Iraq)

· Maintaining employee time- cards.
· Verifying and accounting employee’s medical bills and bills of company related misc. expenses before being send for approval for reimbursement of the same.

· Preparing indemnity statement at the time of resignation/ termination of the employee.

· Segregation and calculation of salary amounts based on the employee banks, in order to send a request to the bank for a bankers draft.

· Dispatching employee salary pay-slips across the respective countries by courier.

· Updating personal files by recording their arrival, departure, service days, sick-leave and arrears (if any) at the end of each month.  Further updating the same in system of each employee sheet.
· Maintaining the cabinet of personal files of active and left employees, for at least 5 previous consecutive years.

· Provide employee related details to the payroll supervisor, as a result of proper and accurate records.
· Get the prepared payroll of all the countries approved and signed by the Chief Accountant.
[image: image2.png]



Duration: From May 2007 to June 2009 

Organization Name: M/S AL BAYADER INTERNATIONAL COMPANY L.L.C
Organization Type:  Al Bayader has 1000 customers around the world dealing in 1200 numbers of disposable products.  
Designation: Executive Secretary for Purchase Department

(Reporting to Purchase Manager and Commercial Manager)

· Assist the Sourcing of new items, study of Price comparisons bas and follow-ups.

· Price negotiations with the suppliers.

· Study of Price Comparisons based on Shipping and payment terms.

· Daily Correspondences with Chinese and European Suppliers via Telephone, Email and Fax.

· Drafting and sending Order Proposals, correspondently receiving and studying Proforma Invoices.

· Maintaining and Updating Shipping Schedules for all five branches (Sharjah, Oman, Qatar)

· Receiving Original Shipping Documents and ensuring its accuracy as per the new E-Clearance System, before presenting the documents to the concerned department.

· Drafting complaint letters based on the product.

· Preparing Business Itinerary, Scheduling Business Visits and Co-ordinating Meetings with Chinese and European suppliers for the Commercial Manager.

· Have working knowledge in ERP Accounting software- entering bank receipts and bank payment vouchers for the different branches.

Duration: From May 2001 to December 2005 

Organization Name: M/S AL RAMI HOTELS ACCESSORIES SUPPLIES
Organization Type:  Sole agent for a South African Crockery Company, and supplying accessories required by star hotels)  
Designation: Office Administration/ Sales Co-ordinator/ Accounts cum HR Assistant
(Reporting to Managing Director)

· Draft letters & general day-to-day correspondence.
· Co-ordination of travel arrangements.

· Negotiate terms & conditions with suppliers & customers, along with telesales.
· Approval of sales orders & preparation of invoices.
· Manage internal & external client relationship.
· Preparation of reports in respect of reconciliation and stock movements at the end of the month and as and when required.

· Constant prioritization and planning of work to meet payment deadlines.

· Follow – up on accounts receivables & payables, hence seeing that the deadlines are met.
· Monitor and balance all suspense accounts, month end accounts, provisions account.
· Prepare monthly statements, Issue of financial reports & budget expenses, which helps company to learn its financial position.

· Handling Petty cash, hence not interrupting the flow of business.
· Maintain company accounts & Prepare Cheque’s for payments thereby ensuring the company has enough balance maintained.
· Worked in Accounting software’s - Peach Tree and Tally.

· Effective record maintenance and filing system.
· Calculations and preparation of final settlement for end of service on staff resignations, terminations.

· Prepare monthly salary reports for the HR Manager.

· Manpower planning, liaising with respective dept.’s to understand the recruitment needs, thereafter Screening applications, conducting and organizing interviews.

EDUCATIONAL BACKGROUND:
Master of Business Administration (Finance), the International University Missouri, USA, Dubai, United Arab Emirates

Bachelor of Commerce, B.C.M College, Mahatma Gandhi University, India

KEY COMPETENCIES:
· MS Office 2000 (MS Word, MS Excel, MS Outlook & Internet) Certificate Courses at Nadia Training Institute, Sharjah 

· Typing Speed - 67 wpm

· Has knowledge in accounting programs like Peachtree, Tally & ERP
TRAININGS ATTENDED:
Secretarial (skills, professional business writing), at Nadia Training Institute, Sharjah

PERSONAL INFORMATION:
Nationality

:   Indian

Date & Place of Birth
:  19th May, 1979 at Sharjah

Sponsor

:   Husband

Languages Known
:   English, Hindi, Malayalam and Arabic – (reading & writing)

Driving License

:   Valid U.A.E License
