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E-Mail : 

mini.368658@2freemail.com
Visa Status
Resident  Visa 

Languages Known
English, Hindi, Malayalam  (To speak, write and read)

Personal Data
D.O.B 

:

19/12/1968
Sex        

:

Female

Nationality

:

Indian

Status

:

Married

References Will be provided on request.


	Summary
· Highly driven and result-oriented accounting professional with 20+ years of outstanding work performance within competitive and fast paced environment.

· Track record in handling accounting duties, cashier functions, client relations and customer service with strong competencies in AR/AP, invoices, vouchers, ledgers, reconciliations, books of accounts management, statement, preparation and MIS reporting.

· Carry out multiple tasks simultaneously, performing well under pressure, coordinate with third parties and surpass performance parameters. Highly proficient in customized accounting software -Tally ERP, utilized in streamlining operations

· Efficient team player with excellent analytical, problem solving, organization, coordination, communication and interpersonal skills. Keenly interested to work in any progressive enterprise to share gained experience, skill and expertise.
Present Assignment

Top Medical Group, Al Wasl Road, Jumeirah, Dubai

Position Held                  : Senior Accountant cum Insurance Co-ordinator

Period                              : 2013 June to Till Date

Software used                  : Tally ERP and E-Clinic

Job Responsibilities

1. Revenue booking of various clinics by patient-wise, by insurance company-wise and doctor-wise in Tally on daily basis
2. Managing agreements with various insurance and TPAs
3. Ensuring compliance with various agreements of insurance and TPAs
4. Receiving rejected claims and compliance with Inclusions/Exclusions list while rejecting claims by the Insurance Companies and TPAs
5. Reconciliation of receivable claims as per DHPO  with accounting software
6. Allocation of receipts by patient, insurance, company and doctor-wise
7. Reconciliation of Claims receivable from insurance companies/third party insurance agents and accounts receivable from other corporate
8. Submitting quotations, invoices etc to corporate clients
9. Following up for collection with insurance companies, third party insurance agents and other corporate
10. Bank Reconciliation
11. Claims rejection classification by Insurance Company-wise, Doctor-wise for deduction from the concerned doctors
12. Supporting for re-submission of claims through DHPO
13. Cash, Credit Card Reconciliation



14. Preparation of Daily Collection and AR ageing reports
15. Assisting the Finance Manager for monthly and yearly closing of books
16.  Quarterly submission of balance confirmation to the insurance companies and TPAs after claims reconciliation
17. Writing off of rejected claims which are irrecoverable from Doctors
18. Preparing accounts payable ageing report
19. Preparing projected cash flow
20. Computation of Doctors’ and staff salaries and incentives
Past Assignment

M/S STANDARD PACKING MATERIAL LLC, BURDUBAI (TRADING CO.)

Position Held     -General Accountant 

 Period               - From 2010 April to 2013 May (3 Years)
Job Responsibilities

· Follow up, collection and allocation of payments

· Carry out billing, collection and reporting activities according to specific deadlines

· Reconciliation of accounts

· Monitoring customer account details for non payments, delayed payments and other irregularities

· Maintain accounts receivable customer files

· Follow established procedures for processing receipts, cash etc

· Prepare bank deposits

· Organizing a recovery system and initiate collection efforts

· Prepare & Maintain an accurate ageing report 

· Send statement to outstanding customers 

· Interact with customers to resolve outstanding issues & follow up the non Payments.

· Preparing Balance Sheet, Profit and Loss A/c and other Statement 

· Facilitate and Complete monthly Close Procedures

· Analyze Revenues, Commissions and Expenses to ensure they are recorded appropriately on a monthly basic

· Prepare Monthly Account Reconciliation 

· Properly record the assets of Company

· Assist with analyzing financial Statement on a monthly basic and report to Management 

· Deals with Bankers and ensure timely reconciliation of balances

· Preparing WPS, SIF file Preparation, Payroll Processing 
Professional Experience 

M/S Al SHAFAR TRANSPORT & CONTRACTING COMPANY LLC

Position Held           : Accountant

Period                       : From Dec 15 – 2007 to  2010 march  

Job Responsibilities
	· Direct all financial accounting activities including timely preparation and submission of financial reports. 

· Manage AP/AR preparation of financial statements and reports, budgets, cash flows, forecasts, balance sheet and monthly closing of all ledgers. 

· Handle complete books of accounts independently up to completion with zero error tolerance including books of transaction, cash, stock, production and other related jobs.  

· Review financial records like income statements and documentation of costs.  Further check accounting records and other financial reports to assess accuracy, completeness and conformance with company policies and applicable reporting standards.

	· Set up and maintain relationship with bank authorities and auditors, ensuring compliance with all regulatory bodies. Handle bank related transactions and conduct monthly settlement.

· Liaise with clients, suppliers, subcontractors and all third parties dealing with the company.


· Planned, tested and proposed schedules onsite corporate accounts.

· Monitoring & Reconciliation of Debtors Accounts 

· Review of Aging Report of All Debtors 

· Follow Up For Recovery From Debtors And Insist Them To Clear The Dues On Due Date. 

· Follow up with debt collector for better and on time collection. 

· Preparing Daily Cash Flow Statement 

· Verification of Cash & Bank Reconciliation 

· Preparation of Accounts Reconciliation of Contract Parties 

· Preparation of payroll more than 400 staff after due verification

· Budget Verification and Analysis 

M/S PLACEMENT SALES& SERVICES-KERALA & UAE

Position Held

: Accountant & Administrative Executive
Period


: From January 1997 to Oct 2007

The Group includes Companies based at Thrissur acting as Corporate Agents tied up with various Life and General Insurance Companies such as TATA-AIG Life Insurance Co Ltd, Bajaj Allianz, National Insurance Co etc.The Company is having more than 40,000 field staff in all over Kerala.

Responsibilities/Duties:

· To monitor Credit Control and A/R teams to ensure compliance of the Company’s credit policies.

· To handle settlement problems through communication with overseas agents, inter-companies and local receivables.

· To report overseas AR outstanding
· To check daily vouchers prepared by subordinates, review sales commission in monthly.

· Review all credit of receivables in yearly and work with concerned sales manager if the credit will be extended, decreased or revoked.

· To review and analyze financial statement of receivable from customers asking for credit.

· To advise Sales and Operations Divisions on billing and credit problems.

· To ensure no bad debts in the Company.

· To handle reconciliation, AR Collection with AR report in monthly

· To ensure that policies and procedures are strictly followed.

· To take up additional assignments as required meeting with the Company needs.

· Responsible for ensuring that AR records are kept updated perpetually Reconciles Accounts Receivable balances with customer statements.

· Maintain petty cash register.

Strengths:

· Loyal, Dedicated, Positive attitude, Hardworking, Strong Determination. 
· Quick grasping of concepts and prompt application.

· Ready to take challenges and conquer them each time, every time. 

· Strong Accounts background with fluent English.

· Easily adapts any type of environment, hence ready to relocate.  
Educational Qualifications

Bachelor of Commerce



Calicut University-1993

Technical Qualifications

Diploma in Commercial Practice-3year Diploma      State Board of Technical Education

Professional Qualifications

Naturopathy

: 3 Years Diploma in Naturopathy and Yogic Science


(All India Nature Cure Federation, New Delhi)- May 2004
Psychology

: 1 Year Post Graduate Diploma in Psychological Counseling 


(Institute for Behavioral and Management Sciences, Chittoor, India- April 2005 

Computer Skill

Computerized Office Automation-MS Windows, MS Word, MS Excel, MS PowerPoint, MS Access, Accounting Package Tally, Internet and Research tools etc
Additional course 

DCP
: 3 year Diploma in Commercial Practices, State Board of Technical Education,




Govt. of Kerala – Nov 1989

PGDCA-1year computer course in MS office under Govt polytechnic

Mini
_1559291817

