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                                       Sarika 
Sarika.345932@2freemail.com
                                                     Human Resources & Payroll Professional  
A dynamic, team-oriented, & performance-driven professional with an extraordinary blend of leadership, Public relations & business knowledge. Proven experience both in the India & overseas in top customer services exceeding expectations and building strong client relationships. Solid collaboration management by ensuring smooth daily office related work.
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Nabeel Perfumes Group of Companies, Sharjah UAE 

September 2007 - Present 

HR & Payroll Manager.  

My career started with Nabeel as below:
September 2007 till June 2010 as an Assistant Accountant 

June 2010 till December 2013 as Senior Payroll Accountant 

January 2014 till December 2014 as an Assistant HR & Payroll Manager 

January 2015 till Present as a HR & Payroll Manager. 

My Duties in the last 10 years in Nabeel Perfumes are :

· Verifying, allocating, posting and reconciling accounts payable and receivable.

· Handled Petty Cash 

· Handled payroll for more than 550 employees 

· Managing monthly budgeting tasks 

· Producing error- free accounting reports and present their results

· Analyzing financial information and summarizing financial status 

· Spot errors and suggest ways to improve efficiency and spending 

· Provide technical support and advise on management accountant 

· Maintaining the work structure by updating job requirements and job descriptions for all positions 

· Maintaining organization staff by establishing a recruiting, testing and interview program ; counseling managers on candidate selection; conducting and analyzing exit interviews , recommending changes. 



Danlesco Gulf LLC , Dubai 

Accounts Coordinator September 2006 - February 2007 

· Coordinating with customers and vendors 

· Securing financial information by completing data base backups.

· Handling bank Transactions.



Albanna Electromechanical (Member of Albanna Group) , Dubai

Senior Accountant July 2005 - May 2006

· Verifying, allocating, posting and reconciling accounts payable and receivable.

· Producing error- free accounting reports and present their results

· Analyzing financial information and summarizing financial status 

· Spot errors and suggest ways to improve efficiency and spending 

· Provide technical support and advise on management accountant 



ESEN Trading Co. LLC Dubai

Accountant cum Office coordinator August 2003 to March 2004

· Coordinating with customers and vendors 

· Handling procedures of accounts like Sales, Purchases and accounting. 

· Handling bank Transactions.

· Assisting in the recruitment cycle.

· Filing of all documents and reports.



Shri BPK Sahakari Vidya Mandir, Bombay.

Accountant March 2002 - July 2003

· Preparing asset, liability and capital account entries by compiling and analyzing account information 

· Documents financial transaction by entering account information.

· Recommending financial actions by analyzing accounting options

· Summarizing current financial status by collecting information , preparing balance sheet , profit and loss statement and other reports  

· Substantiating financial transactions by auditing documents 

· Maintaining accounting controls by preparing and recommending policies and procedures 

· Guiding accounting clerical staff by coordinating activities and answering questions 

· Reconciles financial discrepancies by collecting and analyzing account information 

· Securing financial information by completing data base backups.



HDFC BANK, Bombay

Data Processor April 2001 - February 2002

· Handled the tasks of gathering and organizing information before entering into the database 

· Assigned the responsibilities of verifying the accuracy of data as well as proofread to make it free from error 

· Performed the tasks of entering all data into the system of the organization 

· Handled other administrative tasks like filing , sorting mails and answering phone calls

· Assigned the responsibilities of implementing the best standards and practices in data processing functions

· Performed the tasks of processing , maintaining and controlling inventory supply   



M/s. Techno Link. Bombay 
Assistant Accountant December 1999 –  June 2000

· Working with spreadsheets, sales and purchase ledgers and journals.
· Preparing statutory accounts.
· Calculating and checking to make sure payments, amounts and records are correct.
· Sorting out incoming and outgoing daily post and answering any queries. 
· Managing petty cash transactions. 
· Controlling credit and chasing debt. 
· Reconciling finance accounts and direct debits. 


Education:
Certificate Course in Tally 5.0 from Plus Point Computer Center

Diploma in Computer Software from APTECH, Bombay, India.

Bachelor of Commerce from Bombay University.  India
