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PROFILE
Overall 9.3 years’ experience in Finance & Accounts field. 
CFA (Certified Finance accounting) certified course. 
Proficiency in Accounts Management and preparing Reports to Management. 
Proficiency and Practical Knowledge on Reports Generation, Team Management, and Co-ordination. 
OBJECTIVE
Intended to enhance the career with leading corporate of hi-tech environment with committed and dedicated people, which will help me to explore myself fully and realize my potential with willingness to work as a key player in challenging and creative environment.
And also seek a challenging position and to dedicate my service to a reputed organization to expose my talents and skills.
EXPERIENCE
A. Total Work Experience – 9.3 Years As of October2015 
1. Worked with Xerox (India Ltd), Kochi from 20th September 2012 to October 05, 2015 as an Accounts Associate. 
2. Five years’ work experience as an Accountant in Metro Global Resources, Aluva from 5th August 2007 to 19th September 2012. 
3. 1.3 years work experience as an office assistant in Georgee Combines, Ernakulam from17th September 1999 to 30th December 2000. 
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B. Xerox Company Ltd, Kochi: Sep 2012 – October 05, 2015. Job Title: Associate - Reporting to Supervisor 
DEPARTMENT: Accounts MAJOR CLIENT: ATOS 
FUNCTIONAL SKILLS: 
· Working as an Associate in F&A Accounts Payable 
· Preparing Daily/Weekly/Monthly Reports to Client 
· Handling a Team of 7 members in CEE AP Process 
· Hands on Experience in SAP and DART 
· Direct contact with Client in resolving issues 
· Checking/Reviewing the work done by team members and helping them to correct the errors, if any. 
· Handling Clients’ mails and giving response to them without any time delay. 
· Providing adequate support to the Team in all the activities/emergencies. 
· Tools used: SAP, DART and Right Now. 
EDUCATION
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	B.com (Cost Accounting as Elective Subject)
	M G University
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	Pree Degree
	M G University
	
	1994

	
	
	
	

	
	
	
	


	S.S.L.C
	Board of Public Examinations
	
	1992
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SKILLS
Hands on Experience in Tally, Peachtree, SAP and DART. 
Good Exposure in Excel and other MS Office Tools 
Certified in the trade of Computer Operator and Programming Assistant from ITI 
MS Office 2007 , 2010 , 2013 
Operating System:- Windows’8 , Windows’7 
ACHIEVEMENTS
Star of the Quarter 2014 Award from A Xerox Company Ltd , Kochi. 
Guided Internal Teams of 6 – 7 members in Process and helps them to accomplish the targets 
Achieved 99.9% of Defect Free Opportunities from the Client. 
Being selected to work in Very Critical Projects 
	PERSONAL INFORMATION
	
	

	Date of Birth
	:
	01st November 1976

	Gender
	:
	Female

	Marital Status
	:
	Married

	Nationality
	:
	Indian

	Languages known
	:   English, Malayalam & Hindi

	Extra-Curricular Activities
	:   Cooking, Listening to Music

	Visa Status
	:
	Visit Visa
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