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CHINJU
Chinju.359561@2freemail.com 
Personal Profile:-
Date of Birth: 

19th February  1984
Gender               : Female

Nationality        : Indian

Marital Status   : Married
Date of expiry   : 13/06/2025
Visa Status        : Residence Visa

	                           RESUME           

OBJECTIVE

“To organize my environment and achieve challenging goals through strong will and consistent hard work”
Personal & Professional Profile 

·  More than 7 years of Accounting & Financial analyzing.

·  Good presentation skill. Strong in accounting records.

·  Ability to handle accounting process and administration.

·  Ability to define problems, collect data, audit records, handling        cash transactions.

·  Dealing effectively with multicultural environment.
· Knowledge of various computer accounting and packages

·  Proactive, intrinsic motivated & ability to work under pressure.

ACADEMIC RECORD

· B.Com Mahatma Gandhi, University, Kerala
· Higher Secondary from Govt. of Kerala.
· Secondary School From Sacred Heart Convent School, Kerala
ADDITIONAL QUOLIFICATIONS

· Year 2006 :Diploma In ‘5’ Soft Accounting from Tax Study Centre Kerala, India
· Year 2006 :Diploma in Sales Tax practitioner course from Tax study centre Kerala
· Year 2005 :Diploma in Financial accounting from C-Dit, Kerala India

COMPUTER AWARENESS
· Peach Tree, Tally (5.4, 7.2 & 9),Data-Ex, Microsoft word, Microsoft Excel,
· Extensive usage of E mail, Internet & Microsoft Outlook


	Strengths

The burning desire for Self Improvement.

A good team player and positive attitude

Evergreen quest for the great knowledge which fires up innovations.

Ability to strike a friendly chord with any kind of personality and versatility.

Location: Dubai

	PROFESSIONAL EXPERIENCE      

 Abcom Solution LLC. , Dubai , U.A.E (2012 to 2016)
Accountant :
· Prepare  Payment Vouchers (chq/TT/loan), Receipt Vouchers
· Providing Statement of Accounts and Initiate Collection Procedure

· Replying mails of the clients and provide them with required information.

· Supplier Reconciliation and Payment Scheduling

· Inter-company and Client’s  fund transfer and Account Reconciliation

· Monitoring Bank Position and Bank Reconciliation

· Liaising with Human Resource Department regarding Monthly Pay, Deductions, Bonuses, Finalization of Staff Provisions viz. Indemnity, Leave Salary etc.
· Preparing Monthly Reports (daily reports, sales reports, purchase reports, inventory and expense reports)

· Preparation of Fixed Assets schedule and Providing for Depreciation

· Preparation of cash Flow Statements, Journal Voucher, Sales Incentive, Product costing
· Preparation of Monthly Financial Statements, viz. Income Statement and Balance Sheet
· Liaising with Auditors for the Finalization of Annual Accounts

Mirdif Security & Safety Consultants- Dubai, UAE(2008 to 2012)
Accountant cum Office Administrator :
· Keeping of all books of records of accounts.
· Preparing Bank Reconciliation
· Handling all cash/Bank transactions.
· Prepare and review expense, payroll entries, invoices, and other accounting documents.
· Keeping of all Office Administration works.

· Preparing Final accounts.

· Assisting to senior account for every accounting activity.
· Prepared weekly, monthly and yearly reports.
· Provided financial and administrative support.

· Maintaining all the records and documents updated.

· Handling of invoice related issues.

· Receiving and outgoing mailing issues related with customer satisfaction.



	
	George Parackal & Co. Angamaly, Kerala., India. [Chartered accounts firm(2004-2008)

· Preparing Monthly Salary Statement.

· Controlling all financial operations of the Branch

· Keeping of all Office Administration works.

· Keeping of all books of records of accounts.

· Making cash/Bank dealing and reconciliation.

· Preparing day book & Trial Balance.

· Preparing Profit & Loss account. 

· Preparing Final accounts.

       HOBBIES

· Music.
 LINGUISTIC ABILITIES

Languages:
English, Malayalam, Hindi & Tamil

I hereby declare that the above particulars given are true and faith to the best of my knowledge and belief.
Place: Dubai                                                     Yours Sincerely,
Date :                                                               CHINJU         
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