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                                                 Neelima.362232@2freemail.com  
                                               Accounts Assistant
  Over one year of experience in Accounts and Administration with good Academic Record. 
  Throughout an  impressive career to date. Team Player with Excellent Communication Skills.
Key Skills

Profession

                        
 : Experience in Accounts, Administration, Data Entry.
Accounting 

                      
 : Routine Accounts, Bank Reconciliation & Data Entry.

Management

                   
 : Accounts, Customer Care.

Computer Skills                        
 
 : Windows 2000, Microsoft Office Tools.

Accounting Packages   
  
 : Tally.
Languages Known                          
 : English, Hindi ,Tamil & Malayalam.

QUALIFICATION

· M.Com (Masters in Accounting)from Calicut University, Kerala, India .
· B.Com from Calicut University, Kerala, India .
WORK EXPERIENCE –

Audit Assistant 

P.K. Thomas & Co., Chartered Accountant Firm, Kerala, India.
Accountant 

    Worked as an Accounts Assistant in a shipping company in Hamriya Free Zone Sharjah.

    Worked as an Accounts Assistant cum Media Coordinator  in an Advertising company Sharjah
Responsibilities: -

· Preparation of Cash, Bank & Journal transactions & Documentation Works.
· Preparing and filing of various vouchers Viz; Purchase, payment, receipt, journal etc.
· Experience in Preparing Quotations,Purchase Order Etc. 
· Assist Senior Accountant for preparation of Trail Balance, Profit & Loss Account & Balance Sheet.

· Computerization & Finalization of Clients manual accounts using Tally.
· Experience in Bank Reconciliation, Bill Allocation etc.   

· Hands on experience in Finalization of different types of Companies.

· Working knowledge in Microsoft Excel, Microsoft Word & Tally.
· Coordinating with clients to design Media plans
· Setting of Budgets

· Selecting the Media Outlets most suitable for the clients

· Assist in purchasing of Advertising space and follow up
. 
