KIND  ATTENTION  :-  HR  DEPARTMENT
MAYA 
E-mail:  maya.352914@2freemail.com 
OBJECTIVE 

                  With a strong interpersonal, communication and management skills, I look forward to a challenging assignment in the domain of Finance with a reputed organization where my education & skills will have a valuable contribution. 

PROFILE 

► Fourteen Years’ experience in accounts , & office administration.  (10 years in UAE, 

      4 Years in   India)  
► Exposure to computerized accounting & MS Office applications. 

► Proven success at handling multiple responsibilities in high-pressure environments. 

► Offers impeccable professionalism, integrity and work ethic. 

► Excellent communication, convincing, negotiation & interpersonal skills. 


► Effectively interacts with managerial level, colleagues, assistants and other staff.
      ► Innovative and organized with a history of developing comprehensive strategies and translating them into practical tactics that produce results.

► Proficient in customer service, listen to the customer with patience & resolves the problem ASAP. 
ACHIEVEMENTS 
        I had opportunities to review the audit documents of variety of clients while I was working in this firm . Clients dealing with Building Materials  (Soft Fixing Trading LLC in Ras Al  Khor),  Automobile Servicing Centers (Up Grade Tyre Changing in Al Quoz)   Neoufer Bus Rental ( Deira ) Educational Institutions (Chicago Management Consultancy in Sharjah ), General Trading (Zujer General Trading in Deira ), Oil Company (Atlantic Grease & Lubricants in Ajman).
WORK EXPERIENCE.

1.    Al Borj Plastic Industries, Sharjah.  From the period of April 2005 To September 2008.

Designation:  Accountant. 

Company Profile:  Manufacturer and Trader in the field of Shopping Bags, Garbage Bags,  Stretch Films etc..  

MAJOR JOB RESPONSIBILITIES: 

Reports directly to the Senior Accountant. 

Receives and records invoices and arranges payments. 

Preparing Daily Sales Report, Raw Material Consumption Report.

 Cheque Preparation, Salary Preparation & Distribution, 

Calculation of Gratuity and all other Incentives.  

Preparing Sales Invoice, Sales Invoice Checking & Filing. 
Posting of Journal Entries, 

Maintain Cash & Bank Book, Sales Cash Transaction.

Posting of   Purchase Invoice, Posting of Receipts & Payments and Petty Cash Transactions,

Prepares regular reports and summaries of accounting activities:
Preparing Bank Reconciliation Statement.

Verifies recorded transactions and report irregularities to Senior Accountant. 

Assists in generating income statements, balance sheets, general ledger, cheques and reports. 

Credit control and collection of accounts payables and receivables. 

Reconciliation of Debtors and creditors statements. 

2.    Royal Plastic & Packaging Industries, Sharjah Airport International Free Zone .  From the period of 15th September 2008  to 20th September 2009
Designation :  Accountant Cum Admin Assistant
 Company Profile : Manufacturer and Trader in the field of Shopping Bags , Garbage Bags,  Stretch Films etc.

MAJOR JOB RESPONSIBILITIES

Reports directly to the General Manager. 

Preparing Daily Sales Report, Raw Material Consumption Report.

Cheque Preparation, Salary Preparation & Distribution, 

Calculation of Gratuity and all other Incentives.  

Preparing Sales Invoice, Sales Invoice Checking & Filing. 
Posting of Journal Entries, Preparing Customs Clearance Papers.

Maintain Cash & Bank Book, Petty Cash Transactions, And Sales Cash Transaction.

Posting of   Purchase Invoice, Posting of Receipts & Payments, 
Prepares regular reports and summaries of accounting activities. 

Prepare Bank Reconciliation Statement.
Generating income statements, balance sheets, general ledger, cheques and reports. 

Credit control and collection of accounts payables and receivables. 

Reconciliation of Debtors and creditors statements. 

3.    Tomini Travel and Tourism, Deira, Dubai. 
          From the period of October 2009 To  August 2012
Designation:  Senior Accountant.

MAJOR JOB RESPONSIBILITIES

Reports directly to the General Manager.

 Prepares regular reports and summaries of accounting activities.

 Verifies recorded transactions and report irregularities to General  Manager

Verify Sales Invoice. Cheque Preparation, Salary Preparation & Distribution, 

Calculation of Gratuity and all other Incentives. . 

Generating income statements, balance sheets, general ledger, cheques and reports. 

Credit control and collection of accounts payables and receivables. 

Reconciliation of Debtors and creditors statements. 

4.    White line Accounting & Book Keeping.
                 From the period of September 2013 to 2016
Designation:   Accountants Executive.

MAJOR JOB RESPONSIBILITIES

Reports directly to the General Manager.

Involved in the preparation of budgets and monitoring the company’s profit and loss.

Regular monitoring of the companies investments and finances and reporting these to senior Officers  

Giving financial advice to departments and management. 

Analyzing Financial Data. 

Producing yearend Financial Accounts. 

    Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Accounting Packages Such as Oracle , Comrade, POS, Tally 7.2, Tally 9, Tally ERP Etc.   for correspondence and documentation process, and maintain presentations, spreadsheets and databases.

PROFESSIONAL QUALIFICATION 

► Bachelor of Commerce

TECHNICAL QUALIFICATION 

►.  Proficient in M S Office & Tally   Accounting Package.

PERSONAL DETAILS 
Date of Birth 
 
  :
24th  February 1967.
Marital Status 

  :
Married 

Nationality 

  : 
Indian 

Languages Known
  : 
English, Hindi & Malayalam
Visa Status 

  : 
Visit Visa till March 30th 2017.
 (More references available upon request) 
DECLARATION 
I hereby declare the above mentioned qualifications and details are true to the best of my knowledge.

