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Objectives
To work with a progressive and growing organization so as to enhance knowledge, sharpen skills and go upward in the management hierarchy through contributions that would add value to the organization.
Target Job:  In the domains of Accounts & Finance.
Professional Training :  Competed Certified Public Accountant (AICPA) Exam Review from Emerge Management Training Centre Dubai and appearing for exams.
 Experiences:
Location



:   Gurgaon (India)
Designation



:   Accounting Technician III
Period



:   December 2005 – September 2008
Job Profile:  Working on SAP 

Process Handled: 1) Intercompany Reconciliation

· Reconciling the Intercompany balances or accounts on every cut-off date (“C” DAY )
· Preparing Intercompany Consolidated Report at the Quarter end.
· Preparing Intercompany Exception Report at the month end.
· Interaction with clients to solve the variance arises during the C date.
2) Airline Ticket Reconciliation

· To Reconcile the Air Travel Account so that the account should not have any open line items this should have to be charged.
· To make the necessary journal entries into SAP.
· Preparing the final reports to be send to the Head Office.
3) Corporate Purchase Card Audit & Bank Reconciliation & Reporting
· Audit of the Corporate Purchase Card of the employees of the company.

· To make Bank Reconciliation Statement for the Expat entities.

· Australia Labor Reporting on Monthly Basis.
Location



:  Nagpur (India)
Designation



:   Assistant Accountant

Period 



 :  March 2004 – October 2005
Job Profile:
· Finalization Of books of Accounts.

· Reconciling of Bank Statements.

· Preparation of Audit Reports.

· Computation of Income Tax of the Individual Assesse & Firms.
Company /Organization 

:  Regency Equifin Pvt. Ltd





   [Portfolio Management Company]
Location



:  Nagpur (India)
Designation



:   Assistant Accountant     
  

                                Period 



:  December 2002 – February 2004
Job Profile:
· Daily Ledger Maintenance.
· To update the financial Records of the Clients.

· Reconciliation of Bank Statements.
Professional Qualification:
•
Finalization of books of accounts of clients.

•
Reconciliation of Bank statements.

•
Internal and External Audit of Banks.

•
Preparation of Audit Reports.

•
Internal Audit of Educational Institute.

•
Internal Audit of Hotel.

•
Internal audit of a Manufacturing company in Nagpur.

•
Computation of Income Tax of the Individual Assessee & Firms

Technical Skills:
Operating System

: Windows XP
Packages


: MS Excel, MS Word, MS Outlook, MS PowerPoint, Tally 6.3

Academic Qualification:
· M.Com with specialization in Finance from Nagpur University (Maharashtra)
· B.Com from SSJM University, Kanpur ( U.P.)
· SSC in Commerce from CBSE Board.
· HSC from CBSE Board.
Personal Information:
Gender


:  Female

Marital Status


:  Married
Languages Known

:  English, Hindi

Nationality


:  Indian

Visa Details


:  UAE Resident Permit on Husband’s visa
Interest and Hobbies 
:  Music, Travelling, Driving, Reading & Sports.
I hereby confirm that the information in this document is true and accurate to the best of my knowledge.

