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SHEEJA 
Email: sheeja.370619@2freemail.com 
OBJECTIVE:

I am looking for a job in a well reputable Organization and Industries where I can pursue my career as a challenging team player to enhance my skills and capabilities in a highly professional environment.
KEY RESPONSIBILITIES:-
· Invoicing to the Local and International Customers
· Maintain Petty Cash and Record all Company expenses
· Prepare Cash Flow Chart for Expense Activities
· Followed up all Outstanding Queries on Purchase Invoices held for payment.
· Reporting to the Audit Management and Committee on the programs, Policies, and activities of the Department
· Analysis Parties Ledger and Statements.
· Dealing all kinds of bank related works Like Cheques Deposit, Bank Statements and Open New Employee Accounts.
· Receive Invoicing or Billing from Vendors, get them Sanctioned and arrange for Payments through Cheques, Bank Transfers or Cash.
· Prepare LC Documentation, Electrical & Plumbing Materials and Manage Store Department.
· Prepared Employees Salaries & Other Benefits as per Company Rules.
· Prepared Cheques, Vouchers and Maintain Record in Book.
· Maintain Petty Cash book and Authorize Payments done by Cash by making entries under appropriate Account head of the book Responsible for Managing Accounts Receivable, Account Payable and Payroll Departments.
· Prepared Staff Payroll and WPS others Benefits as per rule.
· Manage Contact with the External Auditors and make sure that every Party is not only aware of the other's work but also well aware of areas of concern.
· Handle Provident Funds and Leave Encasement Matters for Employees. 
· Additionally, performed various works and analysis assignments involving HR and Office Management issues, Prepared Monthly Bank Reconciliation. 
· Managed and Oversaw Administrative functions to ensure all Paperwork was processed efficiently and in a timely Manner.
· Looking after full Office Management, Buy of Every Stationeries and Office Equipment’s for Company, etc.
PRFOESSIONAL ACCOUNTING SOFTWARES:-
· Tally ERP & Real Soft Software solutions.
WORK EXPERIENCE:-
· 2003 to 2005 worked as an Computer Operator in Delta Soft Software Solutions in Anchal, Kollam, Kerala.
· 2007to 2008 worked as an Accountant with Sree Gokulam Medical Collage & Research Foundation in Trivandrum, Kerala.

· 2009 March to August worked as an Data Entry Operator cum office Assistant in Papa gift LLC Dubai.

· 2009 September to 2013 March working as an Accountant in Deeb Electromechanical works LLC Dubai.
· 2013 March to 2016 November working as an Accountant in Star Impex LLC Dubai.
ACADEMIC ACHEIVEMENTS:-
· Bachelor of Science (Bsc – Maths) 

(University of  Kerala)
                       
COMPUTER LITERACY/ PROFESSIOANL SOFTWARES:-
· Ms Office  Complete Package (Photoshop & Corel Draw)
· Accounting Tally ERP & Real Soft Solutions
· Installation Of Software, Internet & emails

· Also have quick learning skills in computer and Accounts.
LANGUAGE SKILLS:-
Malayalam, English & Hindi
PERSONAL PROFILE:-
· Date of Birth

-

18  May, 1985

· Nationality

-

Indian

· Sex


-

Female

· Marital Status
-

Married

PASSPORT DETAILS:-
· Date of Issue

-

24th June 2006

· Date of Expiry
-

23rd  June 2022
· Visa Status

-

Husband’s Visa
· Visa Expiry

-

17th January 2018
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