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CHANDRAKALA 
· Finance and Accounts professional experienced in maintaining accounts up to finalization. 

· Capabilities to coordinate several tasks simultaneously ensuring efficiency in the working process with ability to complete any given task with minimum supervision.

To work in a challenging and rewarding environment that offers considerable job responsibilities and opportunity for advancement.
Profile

· International exposure in accounting & finance.

· Management of company payroll, receivables and payables.

· Liaising with banks and external auditors.

· Well organized and dedicated.

· Self-motivated and creative with positive attitude.

· Skilled in Tally 6.3, FoxPro, Sun-System (ERP), Microsoft Word, Excel.

· Excellent writing skills and effective communicator.
Professional Experience

TECHNICAL PARTS COMPANY (BHATIA BROS), ABU DHABI & DUBAI, UAE
Accountant: May 2008 – till Date

Job Profile:
· Handling accounts payables and accounts receivables.

· Preparation, issue of invoices, debit & credit notes, receipt vouchers, payment vouchers.

· Managing petty cash and advance cash.

· Maintaining journal vouchers and ledgers.

· Liaising with the external Auditors & Bankers

· Posting purchase, sales and expense entries in the system.

· Positing each month provision, accrual, depreciation and prepaid adjustment entries.

· Preparing payroll, Final settlement & Leave Salary, obtaining approval and release payments.

· Reconcile various reports & statements to their source documents. 

· Preparing age wise status report of debtors / creditors.

· Assisting finance manager in generating monthly financial statements.

· Reporting daily on sales, receivables, payables & bank position to the finance manager.

DAR AL UMMAH PRINTING PRESS, ABU DHABI, UAE
Executive Customer Service / Office Assistant: January 2007 – March 2008
Job Profile:

· Handled client enquiries and prepared quotations.

· Maintained inward and outward mail register.

· Prepared and issued local purchase orders. 

· Other office related works.

ARIES AGRO – VET INDUSTRIES LTD., INDIA
Accounts Assistant / General Assistant: March 2006 – October 2006
Job Profile:

· Maintained cash books, journal vouchers and ledgers.

· Monitored bank statements for receivables and advance remittances.

· Maintained inward and outward mail register.

· Followed up with suppliers for the dispatch of materials. 

· Liaised with store keeper for the stock status.

· Prepared sales report.
M. T. N. L. (Mumbai- tele communication), INDIA

General Accounts Assistant: October 2003 – February 2005
Job Profile:

· Maintained journal vouchers and ledgers.

· Prepared bank reconciliation, vendor reconciliations and other ledger reconciliations.

· Handled accounts receivable and accounts payables.

· Monitored sundry debtors over dues by age-wise analysis and followed up for liquidating outstanding balances.

AIROLI CO-OP CREDIT SOCIETY LTD., INDIA

Accounts Assistant: February 2000 – December 2002
Job Profile:

· Maintained purchase register and sales register

· Prepared ledger reconciliations.

· Handled accounts receivable. 

BHARAT CO-OP BANK LTD., INDIA
Accounts Clerk: May 1999 – November 1999
Job Profile:

· Maintained pass book entries and attended clients for the saving & current A/c.

Education

· B Com, Mumbai University, India.

· 12th, Maharashtra Board, India.

Technical Qualification:

· Diploma in Computer Application (DCA).
IT Skills

MS Office

:
Word, Excel

Accounting Package
:
Tally 6.3, FoxPro, Sun-System (ERP)
Operating system
:
Windows

Others


:
Internet surfing

Personal Details

Date of Birth

:
11th February 1978
Language

:
English, Hindi, Marathi, Tulu & Kannada 
Marital Status

:
Married
Sex


:
Female
Visa Status

:
Husband Sponsor
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