	
PRAMEELA  
PERSONAL DETAILS:

 DATE OF BIRTH     : 19-05-1978
SEX                              : FEMALE

NATIONALITY         : INDIAN
MARITAL STATUS  : SINGLE


	STATEMENT OF PURPOSE
Seeking a career in service industry which would provide me a golden opportunity to manifest my creative thinking for effective implementation of communication skills and knowledge for the overall development of organization and myself to the utmost achievement of peace and progress.

ACADEMIC RECORD 
· MBA (Finance) in 2011 from The University of Madras.

· BBA in 2009 from The University of Madras.
COMPUTER LITERACY:


· Ms-Office : Excel, Word & Power Point ( Advanced Excel - Pivot Table, Concatenate, V-lookup, H-lookup, IF and Formulas etc.,)

· All Operating Systems 
· Out Look Express & Microsoft Outlook
·  Internet Browsing
· SAP  (FICO)

· Accounting Packages  : BUSY and TALLY

EXPERIENCE

ORGANISATION            :  The company
DESIGNATION               :  FINANCE OFFICER (ACCOUNTS & PURCHASE)

LOCATION                      :  DUBAI

DURATION                      : February 2014  to December 2015 (2 YEARS)


	LANGUAGES KNOWN              

ENGLISH

MALAYALAM

TAMIL

HINDI 

	RESPONSIBILITIES  :  
               ACCOUNTS
· Compiling and analyzing financial information to prepare entries to accounts, such as general ledger accounts and documents business transactions.

· Preparing Bank Reconciliation Statements every week.
· Preparing payment outstanding reconciliation with customer record.
· Payroll processing.
· Preparing and reviewing budget, revenue, expenses, payroll entries, invoices and all other accounting documents.
· Accounts receivable & payable.
· Preparing MIS report to the management as per their requirement

               PURCHASE
· Forecasting level of demand for services and products to meet the business needs and keeping a constant check on stock level
· Conducting research to ascertain the best products and suppliers in terms of best value, delivery schedule and quality.

· Liaising between suppliers, manufacturers, relevant internal departments and customers.

· Building and maintaining good relationship with the potential suppliers

· Negotiating and agreeing contracts and monitoring their progress, checking the quality of service provided.

· Developing an Organization’s purchasing strategy.

ORGANISATION            :  NOVATEUR ELETRICAL & DIGITAL   

                                               SYSTEM PVT LTD., (Formerly NUMERIC

                                               POWER SYSTEM LTD.,) (UPS Manufacturer)

DESIGNATION               :  SR. EXECUTIVE – ACCOUNTS RECEIVABLE

LOCATION                      :  INDIA

DURATION                      :  JULY 2010  to DECEMBER 2013 (3.5 YEARS)


	
	RESPONSIBILITIES  :   

· Collection of receivables via telephone, written communication. 
· Chasing outstanding debts and working towards reducing the debtor days and aged debts.
· Maintaining accurate records of all chasing activity.           
· Deal with account queries, resolving issues that could prevent timely collection, sending out copy of documents, statement reconciliation etc.,

· Analyze Purchase Order, Payment terms, customer profiles and report finding and make suggestion to department heads.

· Proactively manage debt collection.  

· Preparing weekly Reason Analysis reports on the credit control/debtors.

· Supporting to Branches for collecting the payments in time for all India (30 branches). 

· Manage to Organizing required documents(Invoice, Test Report, POD, Bank Guarantee & IC)  for payment collection from different locations and send to the concern branches to collect the payment quickly.

· LD orders follow-up from beginning up to completing the process.

· Negotiate with the customer for dispute bills and collecting the payment within the agreed terms.

· Preparing payment outstanding  reconciliation with customer record.
· Maintaining Records for management requirements. 
· Bank reconciliation towards issue Bank Guarantee.
· Preparing all MIS for Q1,Q2,Q3 & Q4 and H1 & H2 meeting purpose.

ORGANISATION            :  CREATIVE E-BIZ.COM LTD.,

                                                (Computer Peripherals importer)

DESIGNATION               :  ACCOUNTS EXECUTIVE.

LOCATION                      :  INDIA
DURATION                      :  2006 to 2010 (4YEARS)


	
	RESPONSIBILITIES  :   
· Preparing Profit and Loss statements and monthly closing and cost accounting reports

· Compiling and analyzing financial information to prepare entries to accounts, such as general ledger accounts and documents business transactions

· Monitoring and reviewing accounting and related system reports for accuracy and completeness

· Preparing and reviewing budget, revenue, expenses, payroll entries, invoices and all other accounting documents

· Maintaining financial databases, computer software system and manual filing system

· Interacting with internal and external auditors in completing audits

· Preparing payment outstanding  reconciliation with customer record

· Preparing Bank Reconciliation Statements every month

· Accounts receivable & payable

· Preparing MIS report to the management as per their requirement

· Payroll processing
· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis.
· To receive and process all invoices, expense forms and requests for payment.

· To ensure all annual statutory filing is done in a timely and accurate manner

COMPETENCIES



Fast learner. Adapt well to changes and pressures in workplace.


Proactive and self -motivated.

   Initiative and involvement 
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