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SHERNAZ

SHERNAZ.326618@2freemail.com  
Objective                

   To be part of an organization where I can utilize my technical skills and leadership abilities in the most proficient manner and gather knowledge to build up my career.

  Strengths

I possess outstanding communication and co-ordination skills and respect for others and their differences.  I am a responsibility driven individual capable of working under pressure.
 PERSONAL SUMMARY 
       A confident, multi-skilled & capable assistant accountant with excellent knowledge of finance & accounting procedures. Exceptional analytical & problem solving skills & able to provide financial information to all areas of the business whilst ensuring that all management information is accurate. Having a proven ability to drive out inefficiencies through process improvement as well as assist in the maintenance & development of financial systems and accounting procedures. Now looking for a new & challenging accountancy position, one which will make best use of my existing skills and experience & also further my development.

PROFESSIONAL EXPERIENCE
Job Profile: 

BERLIN SECURITY AND CLEANING SERVICES, DUBAI

Assistant Accountant /Front Office Executive                                                August 2014- Present  
Supporting the business by assisting to produce accurate financial and management accounting information on which financial decisions are based. Also involved in compiling financial reports and analyses, whilst working to strict deadlines also handle documentation in a proper way. 
AL-AMEEN PUBLIC SCHOOL, EDAPPALLY, KERALA,                               June 2011-July 2013


 Assistant /Practicum                                                 
 Handled multifaceted clerical tasks (data entry, filing, records management and billing) as the assistant to the registrar and admissions officers. Co-ordinated travel arrangements, maintained database and ensured the delivery of premium service to students. Quickly became a trusted assistant known for "can-do" attitude, flexibility and high-quality work.

KEY SKILLS AND COMPETENCIES  

· Good all round Financial Accounting Knowledge. 
· Knowledge of Accounts Payable & Receivable processes and procedures.
· Communicated effectively with multiple departments to plan meetings and prepare welcome packages for new students. Established strong relationships to gain support and effectively achieve results.
· Fully competent with all Microsoft packages(MS Word, MS Excel, MS PowerPoint, MS Outlook) 
 Scholastic Details
	Degree
	Institution
	University/

Passing Board


	Percentage
	Year of Passing

	Advanced Course in TALLY
	Manvish Tally Academy Aluva Ernakulam
	Tally Board
	80
	2013

	CTTC
	Global Academy Kaloor Ernakulam
	Jawaharlal Nehru Educational Council (ISO Certified)
	80
	2012

	BCA
	St Xavier’s College For Women.
Aluva, Ernakulam
	Mahatma Gandhi University
	65
	2010

	 Higher Secondary 
	Darul Uloom Vocational Higher Secondary School Ernakulam North
	Board Of Higher Secondary Examination Kerala state
	78
	2007

	SSLC
	A.C.S English Medium Higher Secondary School Kaloor Ernakulam
	Kerala State
	75
	2005


Computer Skills
Languages
: C, C++, Java, VB.NET
Database System
: MS SQL
Operating System
: Windows, Linux, Android

Academic Project

· ANTIWORM     (Java SE)
· VB Tutorial       (VB6,MS SQL)

Academic Seminar
           TOPIC:  Fractal Robot
Declaration

I here by declare that the information furnished above is true to the best of my knowledge

