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18  april1982

Date of Birth

Indian
Nationality

Husband’s sponsorship
Visa status

Married
Civil Status

Skills
· Effective coordinator

· Comprehensive problem solving abilities

· Good interpersonal communication skills and collaboration.

· Team Facilitator.
· Team player with ability to encourage and motivate my team

Great Plains ERP

SAP Business One

Tally

Daceasy

Peachtree

MS Word,MS Excel

Computer Proficiency
Languages

Read, Write & Speak:

English

Hindi

Malayalam
Reference

Will be provided upon Request
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CAREER OBJECTIVE:


       My objective is a career in Accounts. Seeking a quality environment where my knowledge and experience can be shared and enriched. Looking for the opportunity where I can improve my knowledge and thereby for the growth of the Organization. 

QUALIFICATIONS: 

· Master of Commerce                                         

Specialization in Finance.

      


Calicut  University, India
· Bachelor of Commerce 


Main : Commerce and Accounts

      


Calicut University, India.

2003-2005
1999-2002
WORK HISTORY


Accountant
Centre LLC-Dubai, UAE.
(2008 July to till the Date.)
Reporting to the Finance Manager.

Accounting Software-
· Great Plains ERP (from 2008 July to 2011 December)

· SAP Business One (2012 January to till Date)
   Achievements
· Preparation of subsidiary books.
· Issuing Purchase Orders.

· Negotiation with Suppliers.

· Invoicing.

· Cash Management.

· Reconciliation of Ledger Accounts.

· Accounts Receivable and Accounts Payable Management.

· Reconciliation of Bank Accounts.
· Reconciliation of Branch Accounts

· Co-Ordination with Inter Branch Accountant.

· Finalization of Accounts

 Responsibilities

· Issuing Purchase Orders after the negotiation with the Suppliers. Check the items and services received and posting the same. 
· Cash Management and cash flow statement.
· Reconciliation of Ledger Accounts.
· Accounts Payable and Receivable management.
· Checking the Customer’s Contract and Supplier’s Contract and make sure that all are renewed yearly.
· Reconciliation of Bank Accounts.
· Reconciliation of Branch Accounts after the co-ordination with Branch Accountants.
· Ensuring that all Accounts are properly maintained.
· Make sure that all the monthly expenses are booked on time.
· Checking the Telephone bills of Staffs and making deduction if that are used over the limit.
· Making the payments of monthly utility bills (DEWA,SEWA,Etisalat/Du) 
· Follow ups for the Receivables.
· Preparation and submission of AMC Invoices on monthly, quarterly, and yearly basis.
· MIS to Management.
· Preparation of Monthly P & L and Balance sheet.
· Making monthly and yearly Provisions.
· Liaising with External Auditor and Internal Auditors and dealing with any recommendations.
Accountant
Kings Store –Deira,Dubai.

(2008 Apr to July 2008.)

· Petty Cash handling.
· Bank Reconciliation. 
· Inter Branch reconciliation.
· Making the payments of monthly utility bills (DEWA,SEWA,Etisalat/Du)
Audit Assistant
Vishwas Consultancy PVT LTD, Kerala ,India
Designation

: Audit Assistant

Period


: Sept 2004 –Jan 2006 

Job Assignments:-

· Vouching of all Receipts and Payment vouchers.

· Matching of day book with ledgers.

· Preparation of Trial Balance

· Preparation of Profit & Loss Account

· Preparation of Balance sheet

· Any other accounting works assigned by the auditors

REFERENCE


· References could be provided upon request
 


