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Shalini 
Email: Shalini.332590@2freemail.com 
Nationality: Indian

Joining: Immediate 

Visa Status: Husband Sponsor Visa (Transferable)

	OBJECTIVE:


Contribute to a dynamic growing organization where my strong analytical, interpersonal skills and hard work will have a significant impact. The optimal position will provide professional growth and opportunities to contribute.

	EXPERIENCES:


Company Name 
: INTERNATIONAL CERTIFICATION SERVICES PVT LTD
  Dubai, UAE

Position

: ACCOUNTS CUM CERTIFICATION & CLIENT CO-ORDINATOR

Duration

: Feb 2014 – Aug 2016
Duties & Responsibilities: 

· Accounting :

· Managing Ledgers to company final accounts 

· Preparing balance sheet, income statements

· Scheduling meetings, negotiations, Invoicing to customers

· Purchase orders, Quotations, supplier Inquiries & negotiation, Lpo’s

· Project Costing and Budgeting

· Maintains payroll data of Employees

· Preparing monthly salaries 

· Task Scheduling, Bill Payments, procurement, Office administration

· Letters, Emails, Calls and Reports drafting

· Filling, documentation and record keeping

· Client Invoicing, correspondence, follow up and relationship management

· Intercompany interaction, meetings & planning

· Making & presenting management reports.

· Management of Company Bank and Cash

· Preparation and finalization of employees and executives salary

· Reporting to Operations Manager and Finance Manger

· Planning of Audit:

· Reviewing clients queries of required standards including ISO 9001, ISO 14000 & OHSAS 18000

· Audit planning and audit scheduling according to availability of auditors and after client coordination 
· Coordination with clients for audit and certification process.

· NACE code justification and auditor competency review as per industry /sector and standard requirement.

· Selecting the auditor according to NACE codes

· Sending audit notifications to clients for initial, surveillances and recertification.

· Sending audit plans and schedule to clients

· Audit packs preparation according to required standards and as per certification Bodies.

· Support in coordination with certification bodies including DAS, BSCIC and others 

· Execution of Audit & Certification:

· Arranging and conducting audit as co-auditor
· Preparation and reviewing of audit reports as per certification body procedure of audit reports writing.

· Sending audit reports/NCRs to client and take proper follow-up for corrective action plan (CAP)

· Upload audit report and NC report into certification body software or sending them via email.

· Preparation of continuation letters and send to clients after receiving CAP.

· Coordination with certification bodies as per their procedure for client certification approval.

· Surveillance clients audit scheduling
· Re-Certification clients audit scheduling

· Preparation of warning letters / suspension letter of clients.

· Record keeping as per the standards of Certification Bodies.

· Manage audit cycle for initial, surveillance and re-certification clients.

· Coordinate with consultancy companies or company MR for audit planning.

Company Name 
: MARATHON ENVIRONMENT SOLUTIONS LLC
  Dubai, UAE

Position

: ACCOUNTS CUM CO-ORDINATOR

Duration

: 5 Yrs (Jan 2009 – Jan 2014)

Duties & Responsibilities: 
· Responsible for receiving the signed purchase orders (LPO) and handover or email to the respective departments. 

· Report to the Accountants if require to locate some filed documents.

· Receiving the Material Requisition Forms/issue slips from concerned staff and cross check in the system, and coordinate with them if there is any unconfirmed issuance.

· Stamping sales invoices copy from logistic/transport department.

· Classifies, sorts, files and records the documents as received which includes (Purchase orders, logistic/transport receipts, Aims services vouchers, customer  details, supplier reconciliations, receipt vouchers, bank deposit slips, sales   invoices, direct purchase invoices, foreign invoices, & bank payment vouchers).

·  Prepare bank deposit slips and pass to accountant for cross checking.

·  Hand over documents to reception desk for courier booking.

·  Entering PDC, CDC, TT, LC payment in the system.

·  Issuance of receipt vouchers to customers & enter in system.

·  In-charge of petty cash vouchers issuance and releasing of cash.

·  Provide manual/system invoices to clients.

·  Follow-up customer’s outstanding. 

·  Attend calls from other department if needed.

·  Prepare Proforma invoices & LC Terms and send by email to respective clients.

·  Update sales invoiced summary on monthly basis. 

·  Provide statement of accounts to clients (if needed).

·  In charge of Electrical Warehouse Inventory & Submit the reports to Accountant.

·  In charge of re-imbursement.

·  Balancing the Petty cash in Daily basis.

Company Name
: THE ASSOCIATES GROUP
                         Chandigarh, India UAE

Position

: ACCOUNTS ASSISTANT 

Duration

: 6 months (July 2008-December2008)

Duties & Responsibilities: 
· Establish tables of accounts, and assign entries to proper accounts. 

· Prepare the Salary Information File (SIF) for each employee. 

· Prepare salaries of employees through WPS System and generate pay slip. 

· Cash handling dispensing, counting and tracking cash in a bank, retail, check cashing, payday loan / advance. 

· Maintain entire data of employees with the details of their legal documents, Bank details and ministry of labor ID. 

· Maintain employee records and files I order for ease of reference (both On-line and physical copies of the records 

· Plan and execute suitable interventions to keep the employees motivated and to increase employee’s performance. 

	ACADEMIC PROFILE:


· MBA In Project Management (Cors)

SIKKIM MANIPAL UNIVERSITY

Bangalore, India (March2015)

· B.Com – BACHELOR IN COMMERCE

SORVODAYA DEGREE COLLEGE,

Bangalore University, Bangalore, India (Graduated in 2008)

· PRE-UNIVERSITY COLLEGE (Math’s)

SESHADRIPURAM PRE-UNIVERSITY COLLEGE

Bangalore University, India. (July 2005)

· Quality management system (QMS) -  Internal Auditor (ISO 9001:2008)

COMPUTER SKILLS
	LANGUAGES
	C

	OPERATING SYSTEMS
	MS-DOS WINDOWS 95, 98, 2000, XP.

	PACKAGES
	MS OFFICE, TALLY

	TYPING
	JUNIOR GRADE


PERSONAL DETAILS
· Date Of Birth


: 10-10-1987

· Sex



: Female

· Marital Status

`
: Married

· Languages Known

: English, Hindi, Kannada, Tamil & Telugu

· Nationality


: Indian

· Visa



: Residence Visa (Husband Sponsorship)

PERSONAL TRAITS
As I believe hardwork is the key to success and character to personality, I always keep myself Proactive, Industrious and Good natured.

I do hereby declare that the particulars of information and facts stated herein above are true, correct and complete to the best of my knowledge and belief.

