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Accounts & Finance Management
Handle complete books of accounts independently up to completion including all general accounting and financial activities of the relevant business. 
Well rounded experience in controlling all financial accounting activities of business together with senior management and group including timely preparation and submission of financial reports. 
Manage AP/AR; preparation of financial statements and reports, budgets, cash flows, forecasts, Balance Sheet and monthly closing of all ledgers. 
Liaise with clients, suppliers, subcontractors and all third parties dealing with the company. 
General Management (Administration & Operations)
Assist in planning, developing and carrying out strategy for operational management and development to meet agreed organizational performance within agreed budget and timescale. 
Ensure that strong internal controls, group policies and procedures are adhered to in the spheres of Accounting, Finance and Operational Management. 
Streamline processes and procedures to attain greater efficiency in workflow and deliverables. 
Maintain cooperative working relationship with clients, investors, governmental authorities, vendors, statutory auditors and other third parties dealing with the company to ensure smooth work flow. 
WORK EXPERIENCE
Tranzworld FZ LLC (May 2014 present)
Overall management of the operations, accounts and the HR department 
Supervision of office supplies and managing employee requests in a cost saving way Overseeing hospitality of clients and making travel arrangements 
Overall accounts management activities which include management of receivables/payables, bookkeeping, payroll management, linking bank needs and others. 
Process and monitor loan availments and scheduled payments. 
Maintainting a good banking track for the company with prudent financial practices. Devising multiple cost saving initiative for the company 
Supporting HR activities like recruitment, termination, training and mentoring 
Execute weekly and surprise cash count maintained in office and other cash fund assigned to employees to monitor its accountability and prevent fraud. 
Everest Event Management (Family Owned Business) - July 2013 to April 2014
Development, production and delivery of projects from proposal right up to delivery. 
Delivering events on time, within budget, that meet (and hopefully exceed)expectations. Setting, communicating and maintaining timelines and priorities on every project 
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Communicating, maintaining and developing client relationships Managing supplier relationships 
Providing leadership, motivation, direction and support to your team Travelling to on site inspections and project managing events 
Ethics Plus Public Accountants (April 2007 - April 2013)
Coordinating with the manging partner and audit and assurance manger for audit finalization of various clients. 
Preperation of financial reports including audited and provisional finacials for various clients. Preperation of forecasts and annual plans for various clients. 
Assistance in preparation of various internal audit reports and systems and procedure manuals. Successful maintenance of client relations. 
Responsible for maintaining smooth workflow of the company. 
Implementation and execution of various administrative processes of the company. Supervising and maintaining various accounts of the company. 
Assists in preparation of feasibility reports for financial assistance. 
Prepare correspondence, reports, and materials for publications and presentations. 
Responsible for supporting management for successful completion of confidential tasks. Liaison with banks and ensuring successful bank reconciliation of accounts. 
Ensuring timely revenue collection, preparing bills and presenting reports to the management. 
TECHNICAL SKILLS
	MS Word, Excel, Outllook, Powerpoint
	
	

	CORE COMPEENCIES
	
	

	
	Team building & Supervision
	Report & Document Preparation

	
	Inventory Management Accounts
	
	Bookkeeping & Payroll

	
	Accounts Payable / Receivable
	
	Records Management


ACADEMIC QUALIFICATIONS:
Master of Commerce - Finance  (First Class)
Bachelor of Commerce - Finance (First Class)
PERSONAL DETAILS:
Date of Birth
: 29 September 1981
Nationality
: Indian
Sex
: Female
Languages
: Fluent in English, Malayalam
Visa Status
: Employment Visa
References
: Available upon request.
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