
	[image: image2.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



     
  Susan 
[image: image1.jpg]



Personal Information:

Date of Birth    : May 01,1964
Gender             : Female
Nationality       : Indian
Marital Status: Married
Languages          : English , 

Hindi, Malayalam
Visa Status:
On husband Visa


	   O b j e c t i v e
To seek an active, challenging and interesting position in a professional organization where my experience and potential can be utilized to the fullest for the achievements of goals for a mutually beneficial association.

   A c a d e m i c  Q u a l i f i c a t i o n s

·  Bachelor  of  Commerce
· Diploma in Secretarial Course  
· Diploma in Computer Application and Accounting Package. 
   E m p l o y m e n t  H i s t o r y  : 

GULF EXPERIENCE: 

1.  Ibn Saud Trading & Services LLC, P.O Box 2316, Postal Code 112, Ruwi, Sultanate of Oman.
M/s Ibn Saud Trading & Services LLC is a reputed Omani company with its market presence for more than twenty years and one of the main HVAC contractors in Oman. Ibn Saud Trading & Services LLC is an associate of M/s Al Taher Group of companies in Oman. 

Designation : Secretary cum Accountant  
               Period:          June 1998 to September 2005
· Business Correspondence and Secretarial duties
· Filing & Data  Entry
· Invoicing.
· Receivable follow up 
· Petty Cash 
· Bank Reconciliation
· Settlement of Suppliers Invoices
· Rental Agreement, Renewal Collection of  Rental PDC and accounting

· Reporting to: Managing Director


	 Computer skills
· MS Office Word
·  Excel

· Internet

· Customized Accounting Package

Hobbies
· Reading 

· Music 
· Travelling


	OTHER EXPERIENCE:
2.  Designation : Secretary cum Accountant  
Period: April 2006 – March  2015
· Commercial Correspondence
· Front office Management.

· Data Entry
·  Document Filing & Retrieving

· Invoicing
· Preparation of Service Orders & Purchase Orders
· Bank Reconciliation
· Reporting to: General Manager
3. M/s General Business Machines Pvt Ltd. Banerji Road, Kochi, India
M/s General Business Machine Pvt Ltd is a manufacturing company which manufactures Invertors and electrical stabilizers, having a market .presence in South & Central India.

Designation : Secretary cum Accountant  
Period: January 1988 – March  1992
· Secretarial and Front Office Management
· Book Keeping  and accounting data entry

· Bank Reconciliation and other related banking works

· Commercial correspondence and documentation.

· Settlement of Suppliers  Invoices 
· Receivable follow up & collection.and monitoring.

·  Reporting to: Finance Manager & Director
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