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CURRICULUM VITAE
ALPA

ALPA.335882@2freemail.com  


Summary: Results-oriented, detailed professional with comprehensive data entry and accounting experience. Solid reputation as an effective communicator and team builder; adept in training and development of team. High professional standard of loyalty, discretion and confidentiality. Established effective and productive working environments. 
Professional experience

From 01-01-2014 to 30th Nov 2015
Company
:
Speed Group Technical Services LLC

Designation
:
Office Admin/Accounts

Reporting
:
Finance Manager 

Job responsibilities covered the following areas: 

· Handling Petty cash on a daily basis, and submit the report to finance manager at the end of the day. 

· Responsible for preparing LPO for purchasing materials from various suppliers. 

· Responsible for preparing quotation for client and submitting to different client as per requirements. 

· Responsible for issuing cheques and withdrawing cash from banks for office use purpose. 

· Responsible for issuing receipt and payments for accounting works.

· Issue payment for overtime for warehouse working staff, and their Pay role structure as per WPS system. 

From 01-10-2011 till 25th December 2013.
Company
:
TSI Commercial Broker (LLC)

Designation
:
Secretary/Accounts

Reporting
:
Director

Job responsibilities covered the following areas;

· Responsible for Preparing the Invoice and Sending to the Client through Email and follow up for the Payments, 

· Also responsible for getting the quotation for shipment of commodity for sea as well as road transport from different shipping agent and sending to client with all kinds of rates. 
· Preparation of Cheque and maintaining office petty cash and also maintaining Bank Reconciliation book. Preparation of general accounting vouchers like payment voucher, receipt voucher, and maintain this with proper filing procedure. 

· Take care of all important document and all Secretarial work and good communicating with client through email applications.

From 01-05-2006 Till Date 30-09-2011
Company
:
APPAREL GROUP LLC
Designation
:
Accounts Assistance 
Reporting To
:
Manager
Job responsibilities cover the following areas;

· Working as a Accounts assistance, responsible for handling the data entry section as well as managed and authorized to approved daily income expenditure vouchers in accounting package called NAIVISION. Also inputting the petty cash statement voucher in accounting system for multistore branches in Dubai.  
· Also responsible for handling the cash flow as well as bank flow statement of the Company with all major nationalized banks, also the accounting work like bank voucher, general voucher, and debit as well as credit note.

· Responsible for co-coordinating with the retail staff for inputting daily sales figure in bank deposit slip and deposit the amount in respective bank accounts of the Company. Preparing the daily, weekly and monthly cash deposit statement for the retail outlets and submit to the management. 
· Responsible for preparing retail sales staff’s commission report based on monthly target basis, allocate and submit their commission amount report to management for approval. Also responsible for allocation of retail staff duties and responsibilities.
· At the end of the day, tally and accounting all the vouchers and reports and submit to the higher authority for verifications.
From 01.01.2006 till 30.04.2006
Company
:
AL MAZOOROUI TRANSPORT LLC
Designation
:
General Accountant
Reporting To
:
Director
Job responsibilities covered the following areas;

· Responsible for handling the accounts of transport Company such as payment voucher, expenses voucher, receipt voucher etc. who is engaged in business of cargos throughout the gulf.

· Preparing the bank reconciliation statement report on monthly basis and submitting to the Auditor. Also responsible for maintaining the Customers payments regularly according to their terms of payments.

· Responsible for maintaining the cash flow transaction throughout the markets and also preparing the quotations for transporting the cargos to different region for new as well as existing customer. 
· Arranging the transport facilities for the customer and co-coordinating with the drivers for transporting the cargos from the Custom Authorities for the customers. 

Education & Qualifications

Academic:-
Passed Higher Secondary Collage from Maharashtra Board, and also Diploma in Software Management through Aptech Computer Management Institutes, Mumbai and also pass the course for child Nursery Course of Montessori.  
Computer Knowledge:-

Working knowledge of Accounting Package of Tally, Navision’s, Microsoft Office, power point, Internet applications and all software applications.
Personal Details

Date of Birth



:
08th October, 1979
Nationality
:
Indian

Marital Status                                         :            Married
Languages Known
:
English, Hindi, and Gujarati    
Visa status
:
Husband Visa 
Driving License


:
Valid UAE Driving License
