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Deepti
Deepti.299704@2freemail.com 
 

 
OBJECTIVE:

 

· To be committed to the success of any undertaking in an efficient & self motivated manner.

· To grow with the organization & make it achieving its aims through teamwork.

· Carry on & constantly improve on the excellent results so far achieved with rigorous hard work & learning new skills.

 
 SUMMARY: 

· Worked as Customer Care Executive for more than two years ·

· More than two years of progressive accounting, auditing and office Assistant experience

· Sound understanding of Foreign exchange Business, Market, Rules and regulation as per RBI and its related jobs, public relations,  Operations, Dealings, customer care &  quantitative and conceptual abilities, Liasoning with the Govt. Authorities 

· Success at motivating staff through clear communication and good organizational skills 
· Proficient with Tally 5.4, 6.3, 7.2 MS Office, Windows, Internet.

· Participated in Money Gram Product (International Money Transfer) Training 

 

EDUCATION:           T.Y.B Com, Delhi Board 2009        

 

                                    Passed H.S.C. (Commerce) 2001-2002

                                    

                                    Passed S.S.C. (Commerce) 1999-2000

 
 
 EXPERIENCE:         
Account Receivable and Credit Control Officer, Since April 2013
 
Gava Forwarding LLC (Dubai– DAFZ) 
 

· Monitor on daily basis the SOA of each of the client. Always call them for follow up of due invoices and customs duty. Operation department will advise the customs duty & local charges of each of the client if they have incoming shipment and same to be advise to client on spot. If they issued the invoices send the same to client for their ref. and follow up the payment. Once payment is ready advise the operation to proceed with the clearance and delivery.

· It falls within the purview of accounts receivable to handle billing, collection and reporting in adherence to specific deadlines; maintain the billing system; follow up on collections; prepare reconciliation of accounts; monitor customer non-payments; follow up on delayed payments and report irregularities; process cash payments; prepare bank deposits; process adjustments in payments; provide customer service to resolve customer queries and communicate with customers; and receive and verify invoices and requisitions for goods.

· Receives invoice(s) and credit note(s) from Operation Department (Sea & Air) and sends the same to client(s) either by courier or messenger(s).

· Prepares proof of delivery for invoice(s) and credit note(s) sent to client(s).

· Sends updated statement of account to client(s) on a monthly basis or anytime it requires.

· Reconciles statement of account against client(s) statement.

· Monitors and follow up collections on due invoice(s) or overdue balance of the client(s).

· Issues receipt(s) (Cash or Check) and sending the same to client(s).

· Prepares deposit slip (Cash or Check) for the daily collections.

· Files and maintains duplicate copies of checks for deposit and safe keeping.

· Keeps records of daily deposit of cash and check.

· Attend to client(s) queries related to payments and collections.

· Prepares and submits monthly collection report.

· Sends Credit Application Form to sales person or to client(s) and updates profile in the system.

· Prepares and submits balance confirmation letter to client(s) for year end and audit purposes.

 

 
Customer Relationship Executive and Accountant, June 2009 to September 2010

 
Salam Al Makrani Cargo Co. (Dubai– Hamriyah Port) Front Office

 

· Handling the daily admin work.

· Responsible to attend all customer queries.

· Maintain the data base of the customers in the system. 

· Handling the complete petty cash and foreign currency 

· Handling corporate clients 

· Handling of cheque book 

· Maintaining cash and bank reconciliation.

 
Foreign Exchange Executive, April 2008  to October 2008

Thomas cook  India Ltd .
Foreign Exchange - Front Office (Andheri  Branch) (Eon Pkg.)

 

· Responsible to complete the daily back office work.
· Handling co-operate Client . 
· Maintaining the daily entries in the pkg. of Exchange of Net individually. 

· Handing of foreign currencies. 

· Attending the customer queries.

· Handling of total bulk purchase and sale with different organization.

· Checking daily reports, related to all the transaction with necessary statement like flm 1,2,3,4,5,6,7 etc 

· Preparation of daily sheet.

Foreign Exchange Executive, December 2007 to April 2008

Mercury Travel Ltd (India)

Foreign Exchange - Front Office (Kalghoda Branch) (Eon Pkg.)

 
· Responsible to complete the daily back office work.

· Maintaining the daily entries in the pkg. of Exchange of Net individually. 

· Handing of foreign currencies. 

· Attending the customer queries.

· Handling of total bulk purchase and sale with different organization.

· Handling of cash and bank statement. 

· Handling of cheque book

· Checking daily reports, related to all the transaction with necessary statement like flm 1,2,3,4,5,6,7 etc 

· Preparation of daily sheet.

· Strategy making for expansion of profitability and business.

· Handling KYC and License Copy  

 

General Accountant, December 2006 to December 2007 (India)

R. R. Sen & Brothers 
Pvt. Ltd, A company deals with Foreign Exchange (Fort)

 

· Handling all office accounts and back office work 
· Maintaining the daily entries in the pkg. of Exchange of Net individually. 
· Handing the total counter cash and foreign exchange. 

· Attending the customer queries.

· Handling of total bulk purchase and sale with different organization.

· Handling  of Cash and bank statement 
· Reconciliation of bank statement.

· Handling of cheque book

· Preparation of MIS. ( COMPANY FINANCE) 
· Checking daily reports, related to all the transaction with necessary statement like flm 1,2,3,4,5,6,7 etc 
· Maintaining cash and bankbook.

· Settlement of Travelers Cheque (both ET and SALE TC) through Bank.

· Preparation of daily sheet.

· Strategy making for expansion of profitability and business.

· Shops and Establishments, PF, ESI, Bonus, Gratuity, Leave and wages, Salary sheet, Contract Labor Regulation, Welfare.

· Responsible for handling all the accounts

 
Accountant cum Office Assistant, January 2004 to November 2006

Sai Kiran Clearing Co. Pvt. Ltd. Fort (Mumbai)

 
· Responsible for handling the accounts.

· Bank reconciliation.

· Cash flow analysis.

· Bills preparation.

· Handling of cash in hands and bank statements 
· Handing the issues with the clients.

 

 
Accountant and Auditor, January 2003 to January 2004 
THAKUR NAIK & DEO CHARTERED ACCOUNTANTS - Thane

· Responsible for creating financial activity of individuals and corporations.

· Analysis of financial records.

· Identifying fraudulent activities through asset identification.

· Cash flow analysis.

· Created and implemented databases.

· Maintained the bank reconciliation.

 
Strong Qualities:

Good communication skills, always polite, team worker, stress resistance, task aimed, and flexible, enterprising, ability to solve problems, ambitious, independent and very co-operative 
