Rinju.36485@2freemail.com 
Work Experience:  Over all 8 Years experience in India and 6 Months in UAE as admin cum accounts in various industries
· RESUME HIGHTLIGHTS
Handling Accounts and Operations for the Head Office including Payroll and Sales Tax independently in computerized environment / Excellent interpersonal communication skills in 5 languages / Apt in relation building.

· Bank Reconciliation                                           
· Maintaining day to day accounts

· General ledger
· Invoicing

· Purchase 

· Monitoring of outstanding and receivables

· Petty cash & bank books

· Maintaining of Cash Transactions 
· Preparation of Vouchers
· Staff Salary as well as reimbursement for Pan-India Staff ( HR role and responsibilities)

· Computation of Sales Tax for  pan-india .

· Handling monthly PF, PT & ESI remittance & return filing.
Mewintech Computers LLC. (Dubai, UAE)

· Company Profile
Mewintech Computers LLC. (Dubai, UAE) is a basically IT Solutions co.  Head office is located at Kerala (India)
Professional Experience

Mewintech Computers LLC. (Dubai, UAE)
Function – Administration Manager (November 2014 to May 2015)

Overall maintenance of Accounts / bank reconciliation / purchase register, sales register, petty cash & bank books, preparation of vouchers, Payment follow-up, general ledger, monthly payroll processing , accounts receivable, accounts payable etc.
· Company Profile
C.K. Brad Projects Pvt. Ltd. Bangalore (India) is a basically Builders & Developers Co. Located at Bangalore
Professional Experience

C.K. Brad Projects Pvt. Ltd. Bangalore (India)
Function - Accounts & Operations (April 2010 to 28th Oct 2014)

Overall maintenance of Accounts / bank reconciliation / purchase register, petty cash & bank books, preparation of vouchers, general ledger, preparation of monthly VAT Returns, monthly payroll processing , handling monthly PF, PT & ESI remittance & return filing, outstanding etc
· Company Profile
Kothari Product Ltd. is a FMCG Co. Head office is located at Bangalore (India)
Professional Experience

Kothari Product Ltd, Bangalore (India)

Function: Operations (May2008 till March 2010)

Billing, general ledger, cash & bank books, stock book, despatch , co-ordination with suppliers, bank, parties, transporters etc.

· Company Profile
Vimal Oil & Foods Pvt.Ltd. is a basically FMCG co.  Head office is located at Gujrat (India)
Professional Experience

Vimal Oil & Foods Pvt.Ltd Guwahati (India)
Function : Operations (Jan2006 till Dec 2007)

Billing, general ledger, cash & bank books, stock book, despatch , co-ordination with suppliers, bank, parties, communicating with different clients etc..
· Personal Details

Date of Birth
:
 31.12.1982

Marital Status
:
 Unmarried 

Nationality
:
 Indian
Place of Birth    
: 
 Guwahati

Gender

:
 Female

· TECHNICAL SKILLS

Tally ERP 9

MS Office, MS Access, MS Excel, MS Outlook

· Personal Skills

Highly skilled in Computer operations.

Adaptable to Cross Cultural Environments.

Good Communicator 

Active Listener

Good Presentation and Facilitation Skills

Good Interpersonal Skills

Team Player skilled in Rapport Building

· Educational Qualification

Master of Business Administrator -MBA (Finance), Sikkim Manipal University ,India through Distance Education.

Graduation : Guwahati University, Assam, India

HSLC, Higher Secondary Leaving Certificate, Guwahati ,Assam,India

· Language Skills

English / Hindi / Bengali / Assamese /Kannada

· Sports & Hobbies and Achievements

Shooting / Dance 

1. Completed  N.C.C.  “ B “ Certificate.                                 

3. Participated in State Level Shooting Championship (Air Rifle) in 2006.

4. Madhyama in classical dance .
