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Shasia

Shasia.330209@2freemail.com 
   
Personal Data

Sex                    :    Female

Date Of Birth   :    15/11/1981
Religion             :     Muslim  

Nationality       :    Indian

Marital Status  :   Married

Visa Status       :  sharjah 
                              Aviation
                                Services LLC.
                           
	Career Objective

· To gain any challenging and demanding position in the field of Accounting /Administrative Works and to realize the fulfillment of my career through my own initiatives and my contribution to the corporate goal.
Professional Experience 

· Currently working for SHARJAH INTERNATIONAL AIRPORT as  ACCOUNTANT CUM CASHIER from 5th August 2012 till date.
           RESPONSIBILITIES
· Cash collection from customers.
· Credit card transactions.
· Receipt preparation and system updation.
· Verification of collection and receipt.
· EBT receipt preparation, Reports and Stock Management.
· Collection during bank holidays.
· Reconciliation reports .
· Assist the cashier coordinator if required in case of emergency.
· Coordination with finance.
· Attend to queries.
· Overall accountability.
· Maintain daily records and accounts.
·  Managed customer accounts, generating weekly on demand cheques.
· Preparation and input of month end journal vouchers. Inputting, matching, batching and coding of invoices.
· Creating outgoing  Invoices/Inputting of supplier invoices and employee expense claims to the ledgers.

· Encoding and posting invoices to the ledger.

· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on a weekly basis. 

· Managed the internal and external mail functions in Microsoft outlook.

· Responsible for financial accounts including budgets and cash-flow.
.



· Worked as ACCOUNTS ASSISTANT in CITY Link Travels,Kerala.

· Preparation monthly Financial Statements.

· Maintain daily records and accounts.

· Preparation of Cash Flow Statement.

· Internal and External Communication with the clients.

· Performed general office duties and administrative tasks. 

· Scheduled client appointments and maintained up-to-date confidential client file.

· Bank Reconciliation Statements.

· Using peachtree software for maintaining company accounts in the System and well known in Microsoft Excel.

· Using peachtree software for maintaining company accounts in the System and well known in Microsoft Excel.

Professional Qualification

· MBA (banking.)
Education

· 2011 Qualified MBA (Banking) from Sikkim Manipal University with 61%.

· 2003 Qualified B.COM (Finance) from Calicut  University with 59%.

· 2000 Qualified PRE DEGREE  in Commerce from calicut university with 59%.
· 1998 Qualified SSLC Board of higherSecondary Education, tvm,with 57%.
Technical Qualification
· Professional Accounting- Tally, quickbooks, peachtree & focusreach.
· O.S Platforms - Windows Operating Systems 95, 98, 2000, 2003, XP.
· Hand on Experience on Microsoft Office & Internet.

Key Knowledge and Skills

· To co-ordinate all arrangements for meetings of the Board to ensure that they are properly organized and conducted, and to implement all necessary policies and procedures.

· Maintain book keeping and all account related matters in computer.

· Dedication and full commitment to the work entrusted.
Linguistics Known

· .English, Hindi, Malayalam and Tamil.
· Read and Write Arabic.
