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Sajna 
Sajna.331284@2freemail.com
OBJECTIVE

To work in a reputed and professional organization, where my knowledge and experience will be utilized to the maximum potential .
BRIEF OVERVIEW

· Hands-on experience on JD Edwards (AS 400), Sun System (V4.3.2)
· Systematic and organized 
· Over 6 years of experience in managing Sales & 8 years of experience in Accounts.
PROFESSIONAL EXPERIENCE

BHATIA BROTHERS . LLC- Dubai, UAE
Sales Co-ordinator


                                                               Sep 2010 to Oct 2016
This is multi-faced engineering company. For the past 30 years it is a leading supplier of engineering products & solution, with a focus on projects.
Duties & responsibilities
· To respond quickly and efficiently to all in-coming sales enquiries.
· To be responsible for accurate and timely issue of Proforma invoice to customers.
· Contracting bookings and raising invoices.

· Preparation of  Technical Submittals .
· Establishing excellent customer relationship in providing a highest level of support at all times.

· Assisting in implementing the sales strategy as set by the Sales manager and work as a team to reach targets.
· Generate and follow up on quotation status  . 
· To record the progress of all enquiries and translate into a monthly report as directed by the sales manager.
· Coordinate the sale closing process in the ERP and tracking order status.
GLOBAL ENGINEERING SOLUTION LLC. Dubai, UAE

 ( Division - Al Naboodah Group of Companies )
Accounts Executive






      May 2006 to April 2010
This is a technologically focused company .The company was setup in March 2003 and is engaged in providing solutions in Energy Management, Facility Management and Building Management Systems. Apart from the solutions business, the company has a panel building facility.  

Duties & responsibilities

· Creating Purchase Orders & follow up 

· Follow up for receivables 

· Reconciliation of bank accounts

· Preparation of cheques

· Generation of monthly expense detail report.

· Responsible for Petty Cash payments

· Preparing payrolls & settlements

· Reconciliation of AR / AP statements

· Assisting the Finance Manager in preparation of budgets and variance analysis reports

MATHEWS  TYRES  L.L.C- Dubai, UAE
Accounts Assistant






      June 2004 to April 2006
Duties & responsibilities 

· Handled  Computerized / manual  accounts 
· Preparing & verification of invoices, vouchers, ledgers, journals etc.

· Maintain  book of accounts, Cash Book  & Bank Book

· Handling petty cash, preparation of payroll

· Kept records and filed correspondence of various departments systematically

· Preparing Profit and Loss Account & Balance sheet

· Preparing schedules in Excel

 SREENIVAS TRADING CORPORATION, Kerala, India
   Accountant 







       May 1999 to Dec. 2001
Duties & responsibilities 

· Preparation of Invoices/Purchase Orders/Credit and Debit Notes & relevant Entries 

· Follow-up for receivables and settlement of payables of the company

· Reconciliation of Bank Accounts  on monthly  basis

· Maintained Staff Attendance Register/Payroll Statements

· Finalization of Books of Accounts

ACADEMIC QUALIFICATION

·   M .Com ( Main – Income Tax)  University of Calicut
·    B. Com (Main- Costing)  University of Calicut
PROFESSIONAL DEVELOPMENT

· Undergone a user training on JD Edwards (AS 400)

· Diploma in Computer Applications

COMPUTER SKILL
· Proficient in Microsoft Excel & MS Word
· Exposure to Tally accounting software, Sun System V.4.3.2
· Hands-on experience on JD Edwards  (AS 400)

STRENGTHS

· Hardworking, well organized and disciplined 
PERSONAL DETAILS

Marital status

:
Married


Languages known
:
English, Hindi & Malayalam 
Visa status

:
UAE residence visa (Transferable)
REFERENCES

Available on request
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