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MALLIKA
Abu Dhabi, UAE

Email: mallika.353207@2freemail.com
Account Assistant, Financial Accountant, Audit Assistant
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Outstanding interpersonal and extensive experience in accounting with building positive relationships, detail oriented, efficient, organized, strongly self-motivated, enthusiastic and communicated to professional excellence.


PROFESSIONAL EXPERIENCE


Karnataka, India (April 2014 - August 2015)

The Ocean Pearl, Mangalore is carved a niche of its own in the field of hospitality under highly experienced professionals with proven track records. It is promoted by Sagar Ratna Hotels Pvt. Ltd. (JRB group) operating well known and established chain of Veg Restaurants “Sagar Ratna” and Non-veg Restaurant “Swagat” in India and abroad.


Account Assistant (April 2014 - August 2015)

Responsibilities:

· Prepared monthly Profit and Loss statement
· Calculation of Monthly Tax Returns (Service Tax, TDS, TCS, VAT, Luxury Tax, Professional Tax)
· Preparing outstanding list of Debtors
· Maintaining financial information through files and documents
· Reconciliation & sorting of the invoices with the system
· Maintained Data Entries in the system
· Posting of credit card transactions
· Assisting auditors for providing support and documentation on internal processes
· Monitoring balances of various accounts and related financial activity
· Performed various other official roles and responsibilities

S.S. NAYAK & CO
Karnataka, India (March 2011 - March 2013)

S.S. Nayak & CO is a Chartered Accountant firm that offers financial advice, audit accounts and provide trustworthy information about financial records. This involves in financial reporting, taxation, auditing, forensic accounting, corporate finance, business recovery and insolvency, or accounting systems and processes.



Management Trainee (March 2011 - March 2013)

Responsibilities:

· Preparing Profit & Loss account for the various Private Companies (Clients).
· Working out Balance Sheet and Record maintenance for clients.
· Performed Financial Audits for Private Companies.
· Responsible for overall secretarial support to the firm so as to ensure smooth flow of work.
· Income Tax filing and financial documentation for different Business Firms.
· Developed Project Reports for Companies such as ABCO STEEL TRADERS, SKF Industrial Corporation, EURO Gold etc.
· Preparation of Partnership Deeds.
· Preparation of Project Reports (Term Loan, Overdraft, Vehicle Loans, Mortgage loans).
· Preparing Housing Loan Proposals.
· Preparing Networth Statements, Covering Letter, Filling of all bank loan application forms.
TECHNICAL SKILLS


· Windows OS, MS- Office (Word, Excel, Power Point), Internet Applications, spreadsheets
· E-Finance (Tally.ERP.9, BUSY, Peach Tree, Daceasy, Ex-Banking Software, VAT, Project)
· IDS Software.
· SAP ERP Modules –KA1, KA2, KA3 (SAP ERP Navigating SAP, SAP ERP User Tips & Tricks, SAP ERP Application Tim Sheet)
· SAP Accounting Modules - ACKA1, ACKA2, ACKA3 (Accounts Receivable, Accounts Payable, Management Accounting)
EDUCATIONAL QUALIFICATION


· Master in Business Administration (Human Resource Management) from Indira Gandhi National Open University, India in June, 2014
· Post Graduate Diploma in Management from Indira Gandhi National Open University, India in June, 2013
· Bachelors in Business Management from S.D.M College of Business Management, Mangalore, India in May, 2010
PERSONAL DETAILS:


Date of Birth: 7th July 1989

Nationality: Indian

Visa Status: Visit

Languages: English, Hindi, Kannada, Tulu, Konkani
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