ANISHA 
ANISHA.365256@2freemail.com 
 
CAREER OBJECTIVES
To join an organization that gives me an opportunity to showcase my skills and also help me gain practical exposure in business sector. Versatile team player eager to contribute a strong finance with 12 years’ experience in accounting and supervision background, towards actively supporting the success of a progressive organization offering opportunities for growth in exchange for superior performance.
 SKILLS
· Able to meet deadlines & supervise staff
· Proficient in Sage Software (Peachtree), SAP and Oracle

· Proficient in Microsoft Office (Word ,Excel ,Power Point)
· Excellent interpersonal skills with the ability to communicate at all levels with both financial and non-financial management
· Drive to continually improve processes and seek new challenges
· Customer service oriented
PROFESSIONAL EXPERIENCE
ETIHAD AIRWAYS, United Arab Emirates                                              January 2015- March 2017
FINANCE ADMINISTRATOR – Financial Reporting /Accounts Payables
ACCOUNTS PAYABLES REPORTING TEAM
· Preparation of All Accounts Payables Department Reports for Management decision making and analysing trends. 
· Present to Management in Power Point Presentation Reports using graphs and spreadsheet for analysis of data.

· Reconciliation of all the Airline Technical suppliers account to company book monthly and for year-end audit
· Monitor and Coordinate with internal staff to clear advance payments & trade payables.
· Conduct meetings with Manager, internal processing staff and the business on solutions in clearing reconciling differences.

· Reconciliation and clearing  of  Accounts Payables Suspense Account ensuring that transactions are transferred to the accurate expense account via journal entry.
· Assist in closing AP books at Month End via Oracle.

· Ensure that safe working practices and procedures are implemented and adhered to in accordance with Etihad FC policies

· Maintain effective business relationships with all relevant internal stakeholders and relevant external entities with the highest standards of business ethics, whilst promptly attending to all critical issues in-order to ensure the services required by the organization are delivered in the most effective manner.
PROFESSIONAL EXPERIENCE
ACCOUNTS PAYABLES PROCESSING TEAM - ORACLE & SAP
· Manage the accurate and timely processing of invoices per month for large organizations, which relate to PO based invoices, non-PO invoices – direct posting.

· Processing advance payment and follow-up to offset and clear the books

· Posting of journal entries.

· Ensuring invoices are paid within the stipulated payment terms.
· Validate and resolved various issues relating to supplier and business department.
· Follow up emails and phone calls updating suppliers on a timely manner.
· Facilitate external auditors on queries relating to specific vendors and documentation.
· Conduct regular meetings with the suppliers and internal business departments.
· Assist in training new staff for AP Department as required by Manager.
ACCOUNTS PAYABLES- ADDITIONAL EXPOSURE 
· Assisted in backlog – Running batch Payments to suppliers via SAP For Guest Claims, Baggage Claims, EAG Fuel suppliers, large Technical suppliers, regular suppliers.
· Assisted GL Team with recognising un-reconciled bank difference.

· Ensuring that change over from Oracle to SAP, GL accounts assigned to check matched or reconciled to each other.
PROFESSIONAL EXPERIENCE
PETROLEUM COMPANY OF TRINIDAD & TOBAGO                                   June 2006- December 2013
( Petrotrin Pointe-a-Pierre Club) 
ASSISTANT MANAGER/ACCOUNTANT
· Maintenance of the full accounting application using Peachtree Accounting software pertaining to the Club’s financial records from installation to data entry.

· Preparation of Financial Statements and audit file in preparation for external audit for Three (3) of the company’s Sporting Club in accordance with International Accounting Standards (IAS).

· Computation of all statutory payments for Board Of Inland Revenue – Value Added Tax, Corporate Tax etc
· Development and Implementation of Operating Manual for financial controls required to assist and guide the execution of the activities of the company’s sporting clubs.
· Maintenance of general ledger, accounts payable ledger, account receivable ledger, job costing system, inventory ledger and payroll documentation

· Preparation of Wages Scenarios for Union Negotiation for Various Sporting Clubs in the company.

· Preparation of Retroactive Calculation for Various Sporting Clubs in the company.

· Assist External Auditors whilst conducting yearly audits for information & documentation required.

· Preparation of monthly management accounts for Management Committee

· Performance of reconciliation for all accounts used within the Club accounting environment.

· Preparation of Bank Reconciliation Statements.

· Maintenance of Fixed Asset Register.

· Preparation of income statements for special functions held at the Club
· Preparation of Clubs Corporation Tax Return for Board of Inland Revenue
· Liaising with external auditors for Finalization of Year End Accounts
· Preparation of Special Reports Requested by Manager and Executive Committee
· Preparation of Quarterly and Yearly Budgets
· Data Entry of All Accounting Information in Peachtree for Preparation of Accounts
· Processing of Payments to suppliers and employees
· Updating of AR & AP reports for Managers  & Treasurers 

PROFESSIONAL EXPERIENCE
PROCESS SYSTEMS LIMITED, Trinidad & Tobago                                                  January 2003- June 2006
ASSISTANT ACCOUNTANT
· General ledger maintenance using Peachtree Accounting software

· Assisted in the preparation of final accounts and audit schedules.

· Maintenance of accounts payable and accounts receivable ledgers

· Maintenance of Job Costing Systems.

· Preparation of weekly payroll and remittances of all deductions

· Computation of VAT payments and quarterly taxes (Corporation Tax, Green Fund Levy and Business Levy).

· Preparation and maintenance of work-in-progress reports

· Maintenance of inventory balances

· Performing of Bank and credit card reconciliation
PROFESSIONAL EXPERIENCE
CARONI 1975 LIMITED (Sugar Cane Plant)                                                       October 2001- January 2002
ACCOUNTS TRAINEE
· Preparation of wages for daily paid employees

· Reviewing contractor’s claims for accuracy

· Assisted in the preparation of bank reconciliations

ADDITIONAL EXPERIENCE- PART TIME
· Book keeper for two additional Petrotrin  Sporting Clubs- :
· Provision of Monthly Management Accounts for Executive Committee review

· Maintenance of the General Ledger

· Preparation of Payroll & Statutory deductions  

· Coordinating with Managers of the Clubs to ensure the Club Accounts were updated, reporting on a monthly basis club financial issues and recommendation 

· Preparation of Wages Scenarios for Clubs negotiation 

· Calculations of Retroactive payment for Clubs Employees 

EDUCATION
· Association of Chartered Certified Accountants (ACCA UK) - Professional Level

· Certified Accounting Technician (CAT UK)

· Barrackpore Secondary School Trinidad & Tobago (High School College)

PERSONAL INFORMATION 
· Nationality – Trinidad & Tobago West Indies 

· Language – English
References are available upon request.
