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                         Bini
BINI.363538@2freemail.com 

                                       Accounts Executive
PROFILE SNAPSHOT
· PROFILE: Having overall 3+ years of experience in Accounting. I can join immediately and currently on Husband visa.
CERTIFICATION
Certified in Tally & Accounting by Tally Academy
Work Experience 
Feb 15 – March ’16   -  Sapcle Technologies FZ, Dubai, as Accounts Assistant.
Role

· Management of petty cash transactions.

· Controlling credit and ensuring debtors pay on time.

· Reconciliation of direct debits and finance accounts.

· Ensuring all payments amounts & records are accurate.

· Preparation of statutory accounts.

· Working with journals, sales & purchase ledgers and spreadsheets.

· Other duties such as filing, typing, basic bookkeeping, handling calls, emails etc
· Cross checking and approval of Monthly salaries and daily wages.
June 13 – Dec ’14   - BDS Event Planners, India, as Accounts Admin Coordinator
Role

· Organizes the complete event from scratch.
·  To take charge on reporting and settlements of all sales channels in the region.
·  Raising payments to vendors and follow through the complete process.
·  Cash Book and Bank Reconciliations.
·  Budgetary Controls and processes.
·  Creating and maintaining excel spreadsheets.
·  Monthly Financial Reports.(if necessary).
·  Assisting with Credit Control issues and following up on settlements.
·  To abide strictly by company procedures and control measures
·  General financial and administrative duties that may arise.
·  To undertake any other duties and projects at the request of the line manager.
March 12 – May ’13   - NeST Group of Companies India, as Admin & Accounts Assistant
Role 

· Ensure the relevant database is up to date and accurate

· Assist Admin Department with the petty cash replenishment

· Assist HR in the creation of employee letters

· Involved in process administration requests efficiently to ensure employee needs are met

· Maintain file cabinets up to date and accurate

· Assist accountants and prepare all financial data and reports. 
· Evaluate all physical contracts with products and billing plans. 
· Manage all petty cash and prepare cash flow reports.

Academic Projects
Title

:
Self Employment among Students
Organisation
:
College
Duration
:
12 weeks

Education 

· M COM - Master in Commerce (Finance) from MG University. 
· B COM - Bachelor in Commerce (Finance) from MG University. 
IT Skills
· Finance:  Tally, AXS, and SAP Basics.
· MS Office & Outlook 
· Internet Applications, Operating System: Windows & I Mac 
Personal Details
Date of Birth

: 31st October 1989
Visa Type

: Husband Visa.

Civil Status 

: Married
Languages Known 
: English, Tamil & Malayalam
I do here by certify that all above particulars furnished by me are true and accurate to the best of my knowledge.
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