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Accounts / Purchase Assistant
Email: sabna.341100@2freemail.com
Curriculum-vitae

Career Objective:

A suitable position in Accounts &Purchase with a reputed organization where I can utilize my education and experience for the optimum growth of the organization as well as personal career growth.
Profile:

· About 2 year experience in UAE.

·  Degree in Commerce (B.Com.)

· Well-versed in Tally, Peachtree, MS Office & Internet.

· Have excellent planning, analytical & problem solving skills.

· Strongly commercial with excellent communication and influencing skills.

· Energetic and capable of working independently and a good deal of autonomy.

· Have excellent time management skills & can meet the deadlines without compromising on quality.

· Energetic, enthusiastic with great attention to details.

· Highly dependable & can prioritize and organize tasks.

Career History
· Purchase Coordinator : Deeb Electromechanical Works L.L.C(2009 Sep to 2010 Nov)
Job Profile: Accounts

· Received and recorded invoices and arranged payments.

· Prepare and send invoices to debtors and follow up with debtors for payment by considering their credit period.

· Prepare regular reports and summaries of accounting activities.

· Maintained Daybook, posted ledgers.

· Credit control and collection of accounts payables and receivables.

· Reporting fund position at the end of the day

· Entered credit bills, bank bills, and petty cash to the accounting package, verified all entries and posted to the ledger.

Key Result Areas

· Procurement and purchasing for material for companies projects.

· Coordination with Quantity Surveyor. 

· Preparation of item enquires LPOs and Invoices.

· Coordinating with Sales team and meet their requirements. 

· Collecting details of the new suppliers and coordinating with them.

· Assisting Accounts Managers for day to day transactions

· Follow up with Customers for Payments

· Basic knowledge on all the above modules.

· Follow up materials for procurement, contracting suppliers, delivery and payment terms

· Job costing and payroll making.

Academic History

· Bachelor in Commerce (B Com), Calicut University, India.

· Plus Two (Commerce),Board of Higher Secondary School, Kerala
· Diploma In Secretarial Practice, Board of Technical Education
Computer Skills:

Accounting Software

:
Tally & Peachtree,
Office Application


:
MS Office

Others



:
Internet & Email 

Personal Profile:

Sex




:
Female
Date of birth



:
18-02-1987
Marital status 


:
Married
Nationality



:
Indian
Visa Status



:
Husband Sponsorship 
Language Proficiency

: 
English, Hindi,& Malayalam 

Declaration:

I hereby solemnly declare that the information provided in the resume is true and correct to the best of my knowledge and belief.

Sabna
