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Visa Status: 

Able to join immediately
 To seek a challenging and responsible position in a professionally managed organization. I am looking forward to an opportunity for the contribution of my skills and knowledge, which is utilized effectively to the optimum level in the progress, development and success of an organization.
OVERVIEW
I am working in Tourism Company as an Accountant/Admin in Dubai, Having 4+ years of experience as an Accountant/Admin. Responsible for the general accounting function including preparing journal entries & monthly, daily payable & receivable expenses & making Invoice. Maintaining balance sheet schedules and ledgers and making Cheque Petty cash , account and bank reconciliations and developing weekly and monthly financial reports.
 SKILLS
· Proficient in Microsoft Word, Excel, and Power point 

·  Basic Knowledge in Accounting ( Omni and Pact)

· Interpersonal Skills and Communication skills
· Facilitating and management skills

· Listening Skills

· Quick Learner

· Teamwork
	
	
	

	
	
	


EMPLOYMENT SCAN
JULY 2015 TO PRESENT

ARABIAN DESERT TOURS DUBAI 
DESIGNATION- ACCOUNTANT
Role:
· Processing accounts payables and receivables to the head 
·   Maintaining accounting documents and records
· Locate and attach appropriate files to incoming correspondence requiring replies 

· Assumes any other job responsibilities and tasks as assigned by the department or company as and when necessary
· Preparing letters and contracts for partnership

· Checking employee’s attendance

· Answer telephones and take messages
· Proper filing of all the employee and accounts related documents

· Establish work procedures and schedules and keep track of the daily report
· Prepare journal entries and check General Ledger
· Checking, verifying and doing bank transactions

· Prepare cheques, petty cash for expenses and payments
· Receiving and processing all invoices, expense forms and requests for payment
JAN 2013 TO JUNE 2015  

SAIJA FINANCE PRIVATE LIMITED INDIA
DESIGNATION- ACCOUNT ASSISTANT
Role:
· Maintain accurate receivable and payable accounts

· Preparing sales invoices & the upkeep of an accurate accounts filing system
· Preparation and input of month end journal vouchers
· Debtor and Creditor reconciliations
· Preparation of various reports for senior managers
· Responsible for financial accounts including budgets and cash-flow
· Supporting Management Accountants as required
· Manage Purchase Orders and inventory supplies
· Daily inputting of sales & purchase invoices to the finance system 
· General ledger maintenance & purchase & sales ledger data entry
· Updating & entering journals for sales revenue and other transactions
· Processing of sales invoices, expense & credit card claims
QUALIFICATION DETAILS
2013                                  Certification in Time Management and Decision making management
2012


Diploma Electronics & Communication from Sridhar University Rajasthan

2006


Intermediate from BSEB Board in Science Stream (Maths)

2004


Matriculation from CBSC Boar in Science Stream 

PERSONAL DETAILS
Passport No.


:
M9541114
Gender



:
Female

Nationality


:
Indian

Date of Birth


:
16th March, 1988

Languages Known

:
English, Hindi and Urdu (Read/Write/Speak) & Arabic Read only
Strong Point


:
Positive Attitude, Smart Work, Good Looking
Marital status   

:
Married

Date:








Signature
Place: Sharjah








