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Objective

To take up a Challenging career that grows with Honesty, Loyalty, Good Relationship & Best  

Performance in an Organization which provides great Opportunities to shine, translate my knowledge, Skills & Abilities into value for that Organization.

Profile

· Worked as a Audit and Administrative assistant for a total of 9 years in India and 2 years in Saudi Arabia
· Detail-oriented, efficient and organized professional with extensive experience in Accounting systems
· Possess strong analytical and problem solving skills, with the ability to make well thought out Decisions.
Core Competencies

● Audit Management ● Inventory Control ● Client Interaction ● Excellent motivating skills  ● Interpersonal skills ● Good Communication skills ● Project Coordination
Professional Experience

Audit and Administrative Assistant at Jaleel & Co., Chennai, India
June 2012 to October 2015 and July 2002 to February 2010
· Assisting in Tax Audits.

· Preparation of Final Accounts.

· Calculation of Income Tax and deductions.

· Other assignments like data entry for Accounting and other transaction.

· Conduct weekly discussion with Auditors regarding Company Audit.

· Informing the Clients about Income Tax, Advance Tax and Sales Tax payment if necessary.

· Provided effective consultation and resolved Audit issues.

· Prepared and reconciled Bank balances and maintained safe balance and requested maintenance checks on cash registers and computers.

· Scanned confidential documents into electronic filing system and categorized them retrieval  and review. 

Accounts Assistant at Retail Business Solutions, Jeddah, KSA
October 2010 to January 2012 
· To make Journal entries

· Preparation of Sales Invoices for Customers.

· To prepare Deposit Vouchers and to update it.

· To prepare Payroll list for the Company Staffs and deductions if any.

· Managing accounts and making payments

· To check the Stock and give report to the Management.

Accounts Assistant at Saudi Steel ReinforcementsLtd., Jeddah, KSA
May 2010 to July 2010 
· Vouching and updating of Purchase and Sales Bills.

· Preparation of Bills payable and Bills receivable, monthly Trial balance, Profit & Loss and Balance Sheet.

· Stock checking and preparation of Stock Report.

· Preparation of Pro-forma Invoice.

· Reconciliation of Bank Accounts.

Educational Credentials
1998-2001

B.A.C.S  (Bachelor Degree on Corporate Secretaryship)




The New College ,  Chennai
Affiliated to University of Madras

Additional Skills
·   Knowledge in Tally and Customized Accounting packages 

·   Well Experienced in MS Office

Personal Details
Date of Birth

18 December 1979
Marital Status

Married

Visa Status

UAE Visit Visa
Languages know
English & Tamil
Notice Period

Can Join Immediately
Date:


Place:
Dubai
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