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Latha  M.Com
General Accountant
ASR Chartered Accountants
Mail id: latha.367835@2freemail.com
Experience:
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As a Post Graduate Finance professional having 13 years total experience in the Finance & Administration, involved in Cost control, Administration of the company as per professional standards.
Certification:
· DCA - Diploma in Computer Application 
· AAC - Accounts Assistant Course 
· General Accountant – ASR Chartered Accountants, Burdubai, UAE April 2016 to till date 
· Assistant Manager - Accounts & Admin – Cyret Technologies (I) Pvt Ltd, India May 2010 – April 2016 
· Accounts Assistant – St John’s Senior Secondary School , Chennai, India July 2009 to April 2010 
· Accountant – Karuppiah Pharmacy, Chennai, India 
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August 2008 to June 2009
· Accountant – Shiv Geeth Agencies, Chennai, India June 2003 to July 2008 
Education:
· Master of Commerce (M.Com), University of Madras; Chennai, India, May 2003 
· Diploma in Computer Application (DCA) 
· Accounts Assistant Course (ACC) 
Computer Skills:
· Tally Software 9 
· Windows & XP Professional 
· Microsoft Office. 
· Typewriting: Higher level. 
Awards & Prizes:
· Appreciated & Awarded with a Gold Coin for 100% Attendance to the office (Year 2009 -2010) 
· Received Process Expert Award (Year 2011) 
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WORK EXPERIENCE OVERVIEW
ASR Chartered Accountants, BurDubai, UAE
Role
: General Accountant
Duration
: From April 2016 to till date
Clients Handled: - Unicorp international, Ember technology, Royal Mughal Restaurant – Dubai & Abu Dhabi, TMG Global, The Luxury Gourmet Chocolate Preparing LLC, The Concierge Lounge LLC, BT Consultancy, Texmas, DTC, The New India Assurance, Aldana Building Cleaning & General Maintenance
LLC, Jumairah Light Industries LLC, Dagama Group of Restaurants etc…
Responsibilities:-
Accounting:
· Ensure accurate and appropriate recording and analysis of Revenues, Expenses, Accounting and Financial Records. 
· Preparing Profit and Loss & Balance sheet statements and monthly closing by completing and analyzing financial information to prepare general entries such as Depreciation, Bank charges, Accruals, Prepayments and other accounting transactions. 
· Establish, maintain and coordinate the implementation of accounting policies, accounting control procedures and coordination with External auditors. 
· Monitoring of Debtors Ledger, Creditors Ledger and Bank accounts, ensuring these are controlled in an appropriate manner to protect the company’s assets. 
· Prepare and adjust entries, Trial Balance, Cash flow, Bank Reconciliation and financial statements 
· Responsible for timely monthly consolidated financial statements, payments, cashflow and management reporting (MIS) 
· Capital and Revenue expenditure management, Sales Cycle & Debtors control, Purchase cycle and Creditors Control, Payroll governance as per UAE Labour Practices. 
· Preparation of MIS Reports to update the client regarding services rendered, costs incurred, Invoices to customers and their monetary values. 
· Preparation of Sister Company Reconciliation and ageing analysis 
· Creating a new company in Tally with the bills, vouchers, Bank statements and documents available with the clients & sending the reports 
· Other Accounting Tasks assigned. 
· For Dagama Group of Restaurant – Sales cash handed over to me. Verified on daily basis & deposited the same during one of our employee is on vacation. 
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Auditing:
· Inquiring of management and others to gain an understanding of the organization itself, its operations, financial reporting, and known fraud or error 
· Evaluating and understanding the internal control system 
· Performing analytical procedures on expected or unexpected variances in account balances or classes of transactions 
· Testing documentation supporting account balances or classes of transactions 
· Observing the physical inventory count 
· Confirming accounts receivable and other accounts with a third party 
· At the completion of the audit, we may also offer objective advice for improving financial reporting and internal controls to maximize a company’s performance and efficiency. 
Achievements & Recognition:
· Willingly resolved Aged Queries and got appreciated by Client for my commitment. 
· Got Appreciated by client for maintain good accuracy while performing many tasks. 
· Analyzed the reports and resolved the discrepancies effectively 
· Recognized by client for delivering all the agreed tasks/reports on time. 
Cyret Technologies (I) Pvt Ltd., India
Role
: Assistant Manager - Accounts & Admin.
Duration
: From May 2010 – April 2016
Responsibilities:-
· Maintaining Petty cash of Chennai office. 
· Preparing PO’s & Invoices of Oracle Training for all the 4 locations in India. 
· Filing Sales Tax Returns 
· All administration related tasks. 
· Tracking, maintenance of records and payment of all utility bills. 
· Fixed assets- Procurement, Maintenance of Inventory, AMC. 
· Maintenance of records for basic HR related work. Completing Joining /Exit formalities of Employees. 
· Event Management like conducting events/activities for any celebration 
· Centre Management 
· Arrangements for training taking place in Chennai office. 
· Maintenance of training records. 
· Providing required information to HO as required from time to time 
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Achievements & Recognition:
· Got Process Expert Award  (2011) 
· As an Admin, complete Office shifting was done by me by coordinating with IT & Admin. I was appreciated by the Management and awarded cash. 
St John’s Senior Secondary School , Chennai, India
	Role
	:
	Accounts Assistant

	Duration
	:
	July 2009 to April 2010


Responsibilities:-
· Overall accounting, payroll and accounts payable operations 
Achievements & Recognition:
· Appreciated & Awarded with a Gold Coin for 100% Attendance to the office (Year 2009 -2010) 
Karuppiah Pharmacy, Chennai, India
Role
: Accountant
Duration
: August 2008 to June 2009
Responsibilities:-
· General Routine Office Works. 
· Maintaining Accounts in Tally software 
· In charge of Cash Department 
· Reconciliation  of Accounts 
· Preparation of Bank Reconciliation statements 
· Co-ordination with Auditor at the time of finalization & furnishing details 
· Vouching & accounting for all expenses 
Shiv Geeth Agencies, Chennai, India
Role
: Accountant
Duration
: June 2003 to July 2008
Responsibilities:-
· General Routine Office Works. 
· Maintaining Accounts Registers 
· Approves, Change Orders and invoices, and is responsible for payment & collections. 
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· Identifies client requirements, determines schedule availability, promotes services, defines process and related materials, provides quotation & contracts, acquires customer paperwork and mediates process. 
· Resolves issues and communicates job status. 
· Ensure an accurate and timely monthly, quarterly and year end close. 
· Ensure the monthly and quarterly Bank Compliance activities are performed in a timely and accurate manner. 
Personal Details:
	
 Date of Birth
	:
	01-Jan-1977

	 Nationality
	:
	Indian

	 Marital Status
	:
	Married

	 Language Known
	:
	English, Tamil & Hindi

	 Valid Car License
	:
	India

	 Visa Status
	:
	Company Visa (Transferable)
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