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Career Objective:
To pursue excellence and growth in the field in which I work, contribute to the best my skills and ability, to work hard and to keenly look forward to meet challenges in a dynamic environment.

Summary of Qualifications:

Specialised in International Business Operations with International Business Environment, International Marketing Management, India’s Foreign Trade, Export-Import Procedures and Documentation, International Marketing Logistics, International Business Finance, Accounting for Managerial Decisions and have extensive knowledge in Microsoft Office, Database application, Tally 9 and Tally ERP.
Educational Qualification:

	Course
	Institution
	Board
	Year

	Master of Commerce
	Indira Gandhi National Open University
	Central University
	2015

	Post Graduate Diploma in International Business operations
	Indira Gandhi National Open University
	Central University
	2013

	Bachelor of Commerce
	Besant First Grade Evening College
	Mangalore University
	2012

	Chartered Accountant- Common Proficiency Test
	Institute of Chartered Accountants of India
	ICAI
	2010

	PUC
	St. Agnes PU College
	Karnataka PU Board
	2009

	SSLC
	St. Agnes Girls’ High School
	KSEEB
	2007


WORK EXPERIENCE 

India

Worked as Accountant from 3rd February 2014 to 12th December 2015.
Job Description – 

· Prepare profit and loss statements and monthly closing and cost accounting reports.

· Prepare profit and loss statements and monthly closing.
· Compile and analyze financial information to prepare entries to accounts, such as general ledger accounts, and document business transactions.

· Preparation of weekly and monthly cash flows.

· Preparation of bank reconciliations.

· Organize and maintain financial records.

· Perform the day to day processing of accounts payable transactions to ensure that finances are maintained in an effective, up to date and accurate manner.

· Preparing financial reports by collecting, analyzing, and summarizing account information and trends.

· Maintaining accounting ledgers by posting account transactions.

· Verifying accounts by reconciling statements and transactions.

· Maintaining financial security by following internal accounting controls.

· Securing financial information by completing data base backups.

· Maintaining financial historical records by filing accounting documents.

· Contributing to team effort by accomplishing related results as needed.

· Paying invoices by verifying transaction information; scheduling and preparing disbursements; obtaining authorization of payment.

Languages known: English, Malayalam, Hindi, Kannada, Konkani, Tulu
Trainings:
· Participated in National Seminar sponsored by UGC on “Violence and Violence around”

· CA Orientation Training Course from Board of Studies, ICAI

· Information Technology Training Course from Board of Studies, ICAI

· Completed 12month Career Advancement Training Course on English Language, Public Speaking, Presentation & Communication Skills, Neuro Linguistic Programming, Leadership & Interview Skills, General Studies, Aptitude & Public Administration from KROSS Institute for Civil Service, Bangalore 

Certifications:

· Certified in Tally 9 Accounting Software from Matha Educational Trust

· Certificate courses on “Microsoft Office, Internet & Flash” from Matha Educational Trust

· Information Technology Training Course from CA Institute, Mangalore

· Certificate course on Effective Communication & Human Relations from Zeal Institute of Personal Development

Achievements:

· Awarded for English and Hindi Essay Writing Competition during Graduation.

· Awarded Management awards for Exemplary Performance in all three years of Graduation.

· Awarded Endowment award for Academic Excellence in all three years of Graduation.

· Awarded Merit for General Proficiency in all three years of Graduation.

· Awarded 1st prize for excellence in General Proficiency in 2nd year B.Com.

· Awarded Certificate of Merit in 1st PUC and 2nd PUC and during schoolings.
Skills:
 Computer skills:
· MS-Office

· Internet & Flash

· Tally 9

· Tally ERP

· Operating System: Windows XP, Windows 7 Ultimate, Windows 8

· QAD Enterprise Applications(MFG Pro 2.1)
· Putty

· Control
· Oracle Financials Accounting Hub (FAH)
Personal skills:
· Excellent verbal and written communication

· Presentation Skills

· Interpersonal Skills

· Willingness to learn

· Hard worker

· Team facilitator

Strengths:

· Ability to work with creative ideas and integrate them into desired results.

· Excellent communication skills and interpersonal relationships.

· Problem solving ability with confidence, patience, determination and persistence.

Personal details:

Date of Birth: 03 September 1990

Marital Status: Married

Visa status: Visit
Declaration:

I hereby declare that the information furnished above is true to the best of my knowledge.
Place: Sharjah                                                                                                                          Reena 
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