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REMIDA 
Over View

Excellent organizational and administration skills, with 6years of multi-cultural experience in a variety of financial roles in UAE, now looking to make a continued and significant contribution in a challenging role for an organization that offers an opportunity for career progression 
Career objective
Seeking a responsible job with an opportunity to augment my experience in my accounting field
Skills / Attributes 

· Possess 6years experience in the UAE.
· Administration Operations Management

· Pleasing & pleasant personality

· Energetic, self motivated, Confident to achieve desired result.

· Well organized and focused both independently and within a team environment. 

· Proficient in Tally, E-Promise and Navision, excellent communication and decision-making skills. 

Education  

Masters in Commerce – M. Com – University of Calicut – 2004 

Bachelors in Commerce – B. Com – University of Calicut – 2002

Personal:

Date of Birth

: 
1981

Nationality

:
Indian 
Languages

:
English, Tamil, Malayalam& Hindi. 

Marital Status

:
Married
Visa Status

:
Husband Sponsorship 
Professional Credentials
Middle East-Abu Dhabi (Feb 2014-Till to Date)

Assistant Accountant

Duties in Brief
· Reviews all invoices for appropriate documentation and approval prior to payment.

· Prints and obtains signatures on all accounts payable cheques.

· Distributes signed cheques as required.

· Answers all vendor inquiries.

· Maintains all accounts payable reports, spreadsheets and corporate accounts payable files.

· Pays employees by receiving and verifying expense reports and requests for               advances; preparing cheque.

· Maintains accounting ledgers by verifying and posting account transactions.

· Verifies vendor accounts by reconciling monthly statements and related transactions.

· Posts financial data to appropriate accounts in an automated accounting system, according to instructions

· Perform account reconciliations and ensure all ledgers are closed as per company law.
· Entering journal vouchers on monthly basis.

· Booking supplier invoices and processing payments.

· Supplier account reconciliation 
CLEANCO- ABU DHABI (OCT 2013- JAN 2014)

Temporary Accountant
Duties in Brief

· Payment and Receipt entries.
· Journal Vouchers.
· Assisted for Processing payroll.
Alternative Solutions General Contracting LLC – Abu Dhabi (May- 10 – Sep- 13)

General Accountant 

Reporting to: Finance Controller 
Duties in Brief
· Processing salaries and overtime.
· Keeping Employee Records.
· Maintaining staff leave balances.
· Answering the phone call from suppliers in terms of payment.
· Assist with day to day enquiries and standard responses.

· Answering the telephone and dealing with visitors, customers and walk-in clients.
· Coordinating with field staff regarding expenses and requirements to be met at field.

· Process petty expense claims

· Authenticating supplier invoices and issued cheque of final payment after concerned authorization
· Process staff related invoices like encashment of leave, tickets and final settlement. 

Reference upon request.
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