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Dear Sir/Madam,

APPLICATION FOR THE POST OF ASSISTANT ACCOUNTANT

I am a graduate who holds the degree of MA (Hons) in Economics,BBA (Hons) in Accounting from the University of Ruhuna Sri Lanka and I am currently available in Abu Dhabi on Vist Visa status seeking on carrier enhancement opportunity in a reputed organization.

I work well independently as well as in a team setting and possess nearly ten years of experience.I am capable of working under minimum supervision and willing to take challenges and responsibilities with using experiences gained by the industrial practices. Generally, I am a punctual and methodical in my duties and quick learner who have the intention to gather knowledge and experience. I am willing to offer my best service for the aforementioned post and I assure you, that I shall endeavor my very best in performing my duties to the utmost satisfaction of all in the team.

I look forward to hearing from you.

Yours Sincerely,

...............................................
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NADEEKA
NADEEKA.370923@2freemail.com  

M . A . ( H o n s ) i n E C O N O M I C S

B . B . A . ( H o n s ) i n A C C O U N T I N G

CAREER OBJECTIVES


“To identify a position in an organisation that seeks an ambitious and talented person where acquired skills and education can be utilized towards continued growth and advancement of the organisation”

PROFESSIONAL EXPERIENCE


1. Development Officer (Feb 2012 - APR 2017) of Department for Registration of

Persons.

Divisional Secretariat, Nagoda, Galle, Sri Lanka.

Key roles and Responsibilities:

· Coordinating & Customer Handling
· Documentation
· Conducting Development Project
· Store keeping
2. Accountant (Feb 2011 – Feb 2012)
Wild holidays (PVT) LTD,246/3,Hill Street,Dehiwala, Sri Lanka.

Key roles and responsibilities

· Finalization of Accounts & Tax matters
· Managing day today Banking Activities.
· Handling debtors & Creditors.
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3. Senior Accounts Assistant (NOV 2009 – Feb 2011)

Samarasinghe Associate, 85/5, Barnes place, Colombo 07.Sri Lanka

Key roles and responsibilities

· Book Keeping.
· Finalization of accounts & tax matters of varies business undertakings such as limited liability companies, partnerships, proprietors etc.
4. Banking Assistant (Jan 2009 – JUN 2009)
Peoples Bank,Thalgaswala, Sri Lanka

Key roles and responsibilities

· Day today Banking Activities.
· Preparation of Bank Reconciliation Statements.
5. Accounts Assistant (Jun 2003 – Jun  2005)
Little Lanka Confectioneries (PVT) LTD, Ginimellagaha, Galle, Sri Lanka.

Key roles and responsibilities

· Preparation of bank reconciliation statements.
· Updating the computerised accounting system with the debtors ledger, creditors ledger and General ledger.
· preparation of management accounts, periodic financial statements etc.,
· Preparation of payroll.
Qualifications & Technical Skills


1.  Professional Qualifications

Intermediate Level Examination of the Institute of Chartered Accountants of Sri Lanka. (ICASL)-passed

2.  Education Qualifications

· M.A. Honors in Economics– University of Ruhuna.
· B.B.A. Honors in Accounting – University of Ruhuna ( with Second class lower division)
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3. Technical Skills

· Quick Book ,Sage Accounting package
· MS-Office (Excel, Word, Access, and Power point)
· Internet & E-Mail
SKILLS PROFILE


· Quick learner with outstanding commitment to whichever task the organization entrust with me.
· Great skills with working as an efficient team member.
· Fully confident with communication and presentation skills.
· Good standards of communication, listening to others and problem solving ability by realizing the situation.
EXTRA CURRICULUM ACTIVITIES


· Member of the University Adventure and nature care club
· Member of the accounting circle at University of Ruhuna.
· Participated in the programme conducted by the Career Guidance Division of the Ministry of Labor Relations and Manpower in collaboration With the Career guidance Unit of the University of Ruhuna.
· Experienced in group assignments, presentation & Report writing
· Secretary of the Gintara Youth Society
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PERSONAL INFORMATION


	
	
	

	
	Date of Birth
	: 18th Aug1983

	
	Nationality
	: Sri Lankan

	
	Gender
	: Female

	
	Civil Status
	: Married

	
	
	

	
	
	
	
	
	
	


I am very much confident that I am capable of contributing more towards the betterment of your reputed organization while gaining invaluable experience in my fields of interest. I do here certify that information provided above is true and accurate to the best of my knowledge.
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