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     Desired Position:  Account payable/Assistant Accountant/Receptionist/Administration
 CAREER  OBJECTIVE:
To employ my knowledge and experience with the intention of securing a professional career with opportunity for challenges and career advancement, while gaining knowledge of new skills and expertise.

PERSONAL SUMMARY

An adaptable, lateral thinker and quick learner who has extensive knowledge of accounts payable procedures and general accounting processes. 

CAREER HISTORY :
	Experience:-

Date 
	Course 
	Company



	Jan  2014 Till Now
	Account Payable
	AL KHAJA GROUP, Dubai – UAE



	2012-2014 
	ADMINISTRATOR
	KTM NEPAL 



	2009-2011
	Incharge-cum-cashier
	Squeeze juice shop,Nicosia Cyprus(E.U)

	2007-2009
	Receptionist
	Key Education Consultancy PVT.LTD   

                 Kathmandu, Nepal


KEY COMPETENCIES:

· Organizational and planning.

· Time management Skills

· Self- motivated

· Flexible with an positive “can do “ attitude

· Initiative

· Reliability

· Team work

· Problem solving and critical thinking skills

AL KHAJA GROUP, Dubai – UAE

Al Khaja Group is a well-established group of companies in U.A.E. It is providing services in the different sectors including food & beverages, retail, I.T, construction and interior décor with more than 220 outlets all over UAE. Its chain of food outlets, coffee  shops and fashion stores is spread all over U.A.E with famous names like Hatam Restaurant, Gloria Jeans Coffees, Hediard, Al Safeer, Dajen, Al Baiq ,Esfahan, Milano, Auntie Annes, Cerrutti, Leonidas ,Tutti fruitti, Le Glacier Moderne, Sachoche, Paris Hilton, Elite, Sports Fashion, First Lady Abayas, Paris Hilton, Contrast etc.

Account Payable -Duties & Responsibilities: 
    • Responsible for supporting the accounting operations of the business by processing merchandise invoices, making payments and resolving queries.

•Processing invoices from various locations for payment.
•Processing a high volume invoices.

•Handling all telephone inquiries relating to accounts payable issues.

•Corresponding with vendors and respond to inquiries.

•Documenting all accounts payable transactions.

•Collecting all invoices and obtaining approval for payment.

•Matching, batching and coding invoice.

•Maintaining vendor files. Raising and tracking invoices.

•Checking the filing of invoices.

•Checking the accuracy of figures and calculations.

•Matching  cheques to corresponding invoices
•Release cheques  .

Samata Shiksha Niketan  School  - Kathmandu, Nepal.

Samata Shiksha Niketan  is a  social non - profit organization having more than 20 branches of school in Nepal  to spread  quality education all over the country with slogan “school for all”.

ADMINISTRATOR   -  Duties and Responsibilities:
· Assisting with recruitment and recording of admission and leaving.

· Providing administrative support to an academic team of teacher and tutors.
· Coordinating Examinations.
· Contributing policy and Planning.
· Managing budget for  financial support.
· Purchasing goods and equipment as required and keeping  record of stocks.
· Preparing monthly expenses sheet and processing invoices.
· Supervising staffs.
· Organizing and facilitating variety of education and social activities.
· Distributing monthly salary to all school staff.

       Incharge-cum-cashier:   2009-2011 
Duties and Responsibilities:
· Greeting the customer entering into shop.

· Handling all the cash transaction of an organization.

· Checking the daily cash accounts

· Maintaining monthly, weekly and daily report of transactions.

· Investigates and resolves fruit quality and service complaints.

· Inspects surrounding  area and ensures cleanliness

· Maintains adequate inventory to ensure adequate quantities are maintained and spoilage minimized. 

· Responsible to deposit daily cash sales and completes required paperwork and recording of transactions

· Maintains training program for new hired staff.

Receptionist: July 2007-2009

Duties and Responsibilities:

· Answer phones and operate a switchboard

· Route calls to specific people.

· Answer inquiries about company.

· Greet visitors warmly and make sure they are comfortable.

· Ensure reception area is tidy.

· Coordinate office activities.

· Hand out employee applications.

· Arrange appointments

· Send email and faxes.

· Collect and distribute parcels and other mail.

· Perform basic bookkeeping, filing, and clerical duties.

· Take and relay messages.

· Update appointment calendars.

· Schedule follow-up appointments.

· Prepare monthly attendance.

ACADEMIC QUALIFICATIONS :

· Master in Business  Studies   -  Running

               Patan Multiple Campus  -  Lalitpur, Nepal

· Diploma in Business Administration     -      passed in  2011
Global College  ,Nicosia Cyprus(E.U)

· Bachelor’s Degree in Business Studies    -      passed in 2009
Shree Mahalaxmi  Campus  –  Lalitpur, Nepal

·  I.com  -  passed in 2005.
Shree Mahalaxmi  Campus  –  Lalitpur, Nepal

· School Leaving Certificate -  passed in 2003
Valley Public  School  -  Lalitpur ,Nepal

Personal Details:
             Hard working, ability to learn and improve, and willing to work.

Name 
: Beena 
      Sex
: Female 
Date of Birth
: 1988 –March 8
Religion
: Hindu

Marital Status
: Married

Nationality
: Nepalese

Language
: Nepali/English/Hindi

Visa Expiry
: 2016-Feb 22
Labour card Expiry
:2016-Jan 19

References are available upon request
