RESUME
                APURVA 

Apurva.361595@2freemail.com

Objective:
Being Hardworking & Determined I want to be a successful person in my field & also use my best analytical and practical knowledge for organizational as well as personal growth.

Education:
	Degree/Class
	University/Board/ Institute
	Year of Passing
	%marks

	InterCA
	The Institute of Chartered Accountants of India.
	Group 1 –Nov 2011

Group 2 – May 2012
	51.75
54.00

	B.Com
	University of Mumbai
	2013
	86.00

	XII
	Maharashtra State Board
	2010
	88.17

	X
	Maharshtra State Board
	2008
	88.00


Personal Details:

Visa Status
: Valid Residential Visa on Husband’s Sponsorship

                      Date of Birth
: 25/07/1992

Gender
: Female

Nationality
  : Indian  
Marital Status
  : Married

Languages Known
: English, Hindi, Marathi

Current location
: Dubai, UAE.

Experience:
· Completed 3 years of article ship with Railkar & Associates ,Thane (W) from March 2012 to March2015.
· During the course of article ship, handled following assignments independently:
· Worked independently in handling of Company Accounts, entering data of vouchers entering receipts ,ledger posting, accounting of accounts receivables & accounts payable, bank reconciliation, preparing cash flow statements. Payroll accounting, preparation of trial balance  & reconcile the ledger differences & preparation of balance sheet for ratio analysis.
· Analysis of Income statement & balance sheet & making ratio analysis of the same for decision making.

· Reconciled the balance as per books of accounts with the bank passbook.

· Also worked as audit assistant for auditing banks: raising different queries for e.g. KYC violation, signature upload, mode of operation, partnership accounts, HUF accounts, society accounts, company accounts. Further also examined advances documentation & raised different queries under retail advances which include personal loans, vehicle loans, home loans, mortgage loans, gold loans etc. Also verified the documentation required for the property against which mortgage loan has been lent to the customers.

· Verifying mortgage deed & ensuring that the deed is signed by the customer accepting all the terms & conditions as well as the legal compliances of the deed.

· If suppose the valuation of property is more than the mortgage loan availed ,then ensuring that bank applies for supplementary mortgage loan if the customer is in need of additional funds. Also ensuring if the total amount of mortgage loan availed is registered on the mortgage loans regulating website.

· Verifying reverse mortgage valuation reports, reverse mortgage deeds, ensuring whether the bank has lent loan to the customer as per the % specified in the deed to the market value of the property.

· Also prepared the reports required for project finance mainly CMA data so that small & medium sized enterprises can apply for loans to the banks for either establishment or expansion.

· Done auditing of educational institutions & verified fees records , deposit records, vouched the expenditures, done with stock checking.

· Verified the compliances made by the company, banks & schools to the required laws & regulations as per the Act regulating such institutions.

· Prepared online Audit  report of banks on their online software.

· Also checked Action Taken Report in banks & reported regarding pending queries which are to be attended on priority.

Nafees Bastan General Trading LLC. :

Dec 2016 to March 2017 (Temporary job)
· Mailing & correspondences with customers & suppliers , 

· preparation of invoices , packing list, detailed packing list & delivery orders, 

· accounting all the sales, purchases, receipts & payments, 

· accounting of accounts receivables & accounts payable, bank reconciliation, preparing cash flow statements.

· sending stock lists to the customers & replying to their inquiries, 

· putting purchase inquiries to the suppliers, 

· tracking shipments & making all the documents ready for getting the material loaded from the port, 

· can apply for COO from Dubai Chamber of Commerce website, 

· correspondence with clearing agents to make gate pass for In Out process under Jebel Ali Free zone, 

· administration such as following up tenancy contract of warehouses, apartments etc., renewal of trade license copy, 

· follow up for payments, 

· correspondence with the shipping companies to take Delivery Note, 

· sending Mill test certificates on customers’ request, 

· also kept track of the group medical insurance policy made mandatory by UAE government till the receipt of medical insurance cards, 

· drafting letters to port authorities regarding request to load the cargo incase of NIL shipping mark along with sending of supporting documents such as Bill of Lading & packing list, 

· Correspondence with transport companies for loading & offloading of cargo & mailing them the required documents such as Bill of Entry & gate pass. 

· Maintain employee’s data and personal files and keeping;

· Arrange the air tickets of the employees, for annual vacation as per the company’s policy and Hotel Reservation for the company’s guest.

· Keep the employees’ leave record updated.

· Handle matters for processing new / renewal of visas and related.

· Keeping the original passport of the employees’.

· Handle Etisalat, Municipality, DEWA, Emirates Post, Immigration and Chamber of Commerce.

· Recommend / approve the hiring of personnel.

· Approve end of settlement of employees upon cancellation and / or resignation.
Computer  & English Proficiency :

· Completed 100 hrs of ITT training under Institute of Chartered Accountants of India.

· Well versed with accounting packages like Tally ERP9 & Nafees Bastan own customized accounting software(Iranian software)

· Can be conversant to any software within a short span of time.

· Well versed with MS office, including excel, word, power point, outlook.

· Excellent English Language proficiency.

Place : Dubai, UAE.                                                                                                                         s/d

