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Objective:
To serve in a firm known for its best practices and utilize experience and qualifications towards continuous growth for the organization and self.

Work Experience:
November 2011 to November 2013
Cox and Kings Global Services (Dubai) – Data Entry Operator
Roles and Responsibilities
· Application Processing: An end-to-end solution for application processing for the Emirates ID, DHA and Visa. 
· Secure Data transfer of the Applicants and all related information and collateral through a secured web link with the UAE Emirates ID Authority. 
· Database creation & management of all applications received. 
· Dissemination of Information through printed material, internet and call centre. 
· Pre-scrutiny and acceptance of applications. 
· Collection of fees from applicants and remittance to EIDA. 
· Scheduling of Biometric interviews. 
· Return of documents / passports post processing. 
May 2011 to August 2011
National Bank of Abu Dhabi (Dubai) – Sales Support
Roles and Responsibilities
· Day to day banking activities. 
· Supporting Sales Team regarding their submissions. 
· Co-ordinating with team leader and providing all sales related queries, reports as mentioned. 
· Follow ups for each submission. 
· Calling customers for credit card activation. 
· Preparing sales reports on the basis of daily, weekly and monthly. 
· Prepare commission statement based on the monthly sales. 

December 2009 to January 2011
Baker Hughes EHO Ltd. (Dubai) – Accountant
Roles and Responsibilities
· SAP package for accounting. 
· Payment Follow-Up of Automated Expenses and Preparation of cheques. 
· Posting Invoices from Automated Expenses Report and Employees Relocation Charges. 
· Sending invoices for various locations for Payments. 
· Handling Cash Application Receipts. 
· Maintain Accounts Receivable & Payable ledgers. 
· Prepare Statement of account, fully reconciled & supported with relevant and original approved documents. 
· General Account Reconciliation for various entities. 
December 2006 to October 2009
American Life Insurance Company (Dubai) – Accounts Assistant
Roles and Responsibilities
· Identify key prospects and focus aggressively for incremental business. 
· Cultivated client relationships and increasing customer satisfaction 
· Perform daily accounting transactions such as creating & posting vouchers. 
· Day to day banking activities. 
· Prepare Monthly sales report and commission statement based on monthly sales. 
· Prepare monthly / weekly and other periodical financial reports. 
· Bank reconciliation and reconciliation of debtors and creditors. 
· Petty cash handling & other Administration works as required by the department. 
September 2005 to May 2006
Hi-Com Electronics Company (ETISALAT) Ras Al Khaimah– Co-ordinator
Roles and Responsibilities
· Day to day banking activities. 
· Responsible for assisting in opening their new accounts. 
· Attending client’s inquiries. 
· Ensuring that the teller or cashiers cash is in conform to the vault at the end of the day. 
· Prepare payroll: checking time sheet and preparing individual and consolidated payroll sheet based on monthly attendance report. 
Education:
B.Com (Bachelor of Commerce) - IGNOU – Dubai, UAE
Computer Proficiency:
Well versed in MS Office (Word, Excel, PowerPoint and Internet)

Personal Details:
	Date of Birth
	:
	5th November 1985

	Gender
	:
	Female

	Martial Status
	:
	Married

	Languages Known
	:
	English, Hindi & Tulu

	Visa Status
	:
	Husband's Visa

	
	
	


DECLARATION

I do hereby declare that above written information is true to the best of my knowledge and belief and am also confident of my ability to work in a team.

