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REMYA
Email: remya.351018@2freemail.com 
CAREER OBJECTIVE: 

To seek a position where my education can be fully utilized and where I can grow & contribute towards its growth in a significant manner.

I’m lively, focused, confident and dedicated with excellent interpersonal and communicative skills. I am a fast learner and I’m keen to progress and desirous of developing a career in the Customer Services field. I am strongly believe that I can contribute positively by joining your dedicated team.

PROFFESSIONAL EXPERIENCE

Company Name : Bin Ali Abdulla Filling & Packing , Abudhabi – UAE(From March 2014 to March 2015)
Designation          : Accountant

Duties and Responsibilities:
· Preparation of Journal voucher for all suppliers payment
· Preparation of monthly closing report.

· Preparing & placing Purchase order as per requirement.
· Receiving delivery notes and invoices from suppliers for processing their payment.
· Providing payment status to all suppliers.

· Preparing delivery notes and invoices as per the purchase orders receiving from customers.
· Preparation and submission of  statement of account to all customers on monthly basis.

· Follow up payment on due date basis. 
· Ensure correct & timely payment of salaries to all employees.

· Handling Petty cash transactions.

· Assist the Chief Accountant for preparing final report and deal with Auditors.

Company Name : Ram Mohan & Co. Shornur, Palakkad, Kerala, India(From January 2012 to January 2014)
Designation           : Administrative & Accounts Assistant
Duties and Responsibilities:
· Preparation of Journal Voucher for all suppliers Payment.
· Receiving all invoices from suppliers for processing their payment.

· Assist the Chief Accountant for preparing closing report and deal with Auditors.

· Reconciliation of all suppliers statement of account to analyze the total outstanding payment.

· Handling Petty Cash transactions.
· Preparation of monthly expenditure report.
· Checking of attendance sheet of all employees.
· Preparation and submission of monthly salary list of all employees for approval. 
ACADEMIC QUALIFICATION:
· M.Com from Mahatma Gandhi University, Kerala - India
· B.Com from Calicut University, Kerala - India 

· Plus Two from Board of Examination, Kerala - India 

· S.S.L.C. from Board of Examination, Kerala - India
TECHNICAL QUALIFICATION:
· MS Office (Word, Excel, PowerPoint),Windows 2000, Windows XP and Windows 7,Visual Basic, HTML
· Tally
PROFESSIONAL STRENGTH:

· Maintaining positive attitude in the face of changes in work assignments.

· Ability to inspire creativity and co-operation among team members adaptable to circumstances.

· An ability to understand new ideas and technical concepts quickly and convert them into meaningful results.

· Sense of responsibility.

· Open minded, organized, productive and practical.

· Good communication skill.

· Self assured, self-confident & self motivated.

PERSONAL PROFILE:

Date of Birth


:
18th October 1987
Languages Known


:
English, Hindi & Malayalam

Gender



:
Female

Marital Status


:
Married
Hobbies



:
Reading Books, Listening Music and  

                                                         Watching Movies                            

Declaration

I hereby declare that the above particulars are true and correct to the best of my knowledge and belief.

