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PROFILE SUMMARY:
Master of Accounts and Company Secretary with 1.5 years of experience as an accounts executive having excellent knowledge of accounts, financial budgeting, costing, compliance, auditing, taxation, and corporate finance and insolvency, I am a dedicated, hardworking professional and an innovator with creative skills and experience to improve overall business process
My career objective is to build a great and flourishing career in a strong value driven organization where I can apply my skills to grow along with the company.
PROFESSIONAL SUMMARY:
· Prepare, review and analyse financial statements and accounting records 
· Assigning entries to proper accounts 
· Handling ledger accounts and keeping the check for any invoices or payments 
· Valuation of company’s assets and liabilities 
· Preparation of bank reconciliation statements and balance sheets 
· Liaising with banks and financial institutions 
· Excellent management skills 
· Good knowledge of MS excel, word and PowerPoint 
PROFESSIONAL EXPERIENCE:
Aug 2011 till Oct 2012– As an Accounts Executive, National Aluminium Company Ltd, India
· Preparing and analysing accounting records and financial statement reports 
· Assigning entries to proper accounts 
· Valuation of company’s assets and liabilities 
· Preparation of Bank reconciliation Statement and Balance Sheet 
· Deal with various banks and financial institutions when necessary 
· Maintaining and updating company records timely. 
· Preparing & implementing the admin policies to improve company efficiency. 
· Ensuring the company is following all legal laws and maintaining standard of corporate governance. 
· Assisting in managing company share capital accounting. 
· Handled customer inquiries, researched problems and developed solutions. 
EDUCATIONAL SUMMARY:
· Associate Company Secretary from The Institute of Company Secretaries of India (Statutory body under the Companies Secretaries Act) 
· Master of Commerce (Accounts) from Ravenshaw University, India 
· Bachelor of Commerce (Accounts) from Ravenshaw University, India 
· +2 Commerce from Ravenshaw University, India 
· MS office certification from NIIT, India 
LANGUAGES KNOWN: English, Hindi
EXTRA CURRICULAR ACTIVITIES:
· Dancing 
· Listening to music 
· Reading books 
PERSONAL DETAILS:
DOB – 11-May-1988
Nationality – Indian
Marital Status – Married
Visa – UAE Residence (Husband’s Sponsorship)
