CURRICULUM VITAE


Jency
Jency.371820@2freemail.com 
 

OBJECTIVE


ACCA Affiliate graduated with B.Com in Computer Application and currently working as Finance Intern in a reputed organization, is seeking to find a job that would enable me to use my knowledge and skills to discover new ideas in my field of work that would aid in my career enhancement along with the growth and development of the company I work for. By working with dedication, I aim to help achieve company goals and take on more responsibility as quickly as possible.

EDUCATION AND QUALIFICATIONS


	2013 - 2016
	ACCA Affiliate
	
	

	2013 - 2016
	Mahatma Gandhi University,  Abu Dhabi campus
	
	

	
	B.Com in Computer Application
	
	

	2012 - 2013
	Indian Islahi Islamic  School
	
	

	
	CBSE 12th Commerce
	
	

	
	Modules:FunctionalEnglish,Economics,
	Business
	Studies,

	
	Accountancy,  Informatics  Practices
	
	

	2010 - 2011
	Our Own English High School
	
	

	
	CBSE 10th
	
	

	
	Modules:   English   Communication,   French,   Mathematics,
	Science,

	
	Social Science
	
	


PROFESSIONAL QUALIFICATION


ASSOCIATION OF CHARTERED CERTIFIED ACCOUNTANTS (ACCA) ACCA Affiliate - Qualified in September 2016

Passed the Foundation Level F1 - F9

· F1 Accountant  in Business
· F2 Management  Accounting
· F3 Financial Accounting
· F4 Corporate and Business  Law (Global)
· F5 Performance  Management
· F6 Taxation
· F7 Financial Reporting
· F8 Audit and Assurance
· F9 Financial Management
Passed the Professional Level P1 - P7

· P1 Governance, Risk and Ethics
· P2 Corporate Reporting
· P3 Business  Analysis
· P5 Advanced Performance  Management
· P7 Advanced Audit and Assurance
WORK EXPERIENCE


Control and Applications Emirates (CAE), part of Control and Applications Group (CAG)

Job Title: Finance Intern

Period: Nov 2016 till date (8 months)

Job Description:

1. Receiving vendor invoices, updating supplier log, ensuring invoices are backed by all the relevant supporting documents (including Delivery Notes, Bills of Lading, Airway/Freight Bills, Purchase Orders, Rental Agreements, Contracts, Hire/Lease Agreements, Vehicle/Equipment Licensing, Work Reports, Job Orders, Calibration & Testing Certificates), accounting invoices through the ERP by passing necessary journal entries and posting them to appropriate ledger accounts, ensuring they are approved by relevant persons and processing them for payment by preparing supplier/payee cheques for issue to suppliers as per the agreed payment terms.

2. Receiving various expense claims (including claims for project site expenses, petty expenses, visa & medical expenses for new joiners), accounting the expenses through the ERP by segregating expenses into different expense categories (such as project related/post-employment costs which are charged to the particular project and personal/pre-employment costs which are charged to respective cost centers), passing necessary journal entries and posting them, preparing payment vouchers, updating expense claims statements and processing them for payment by preparing cash cheques for reimbursement (either by depositing into bank accounts or encashing the cheques for distribution) to petty cash holders and others.

3. Preparing bank reconciliation statements by matching the bank balance as per ledger accounts and as per the bank statement, and reconciling the differences by posting the necessary entries.

4. Preparing, updating and maintaining the cash position (CP) report by analyzing the

payee and cash cheques released and those to be prepared per week in each month, in order to examine the cash outflows on a regular basis.

5. Preparing, updating and maintaining the cheque issued report and banks details report (for cheques released to various suppliers with the Chq No#, Amount, Date).

6. Accounting inter-company invoices and invoices to customers by booking entries through the ERP.

7. Preparing time sheets for the supply of manpower and machinery  to clients.

8. Preparing monthly accommodation sheets for all employees occupying company flats for various projects.

9. Preparing monthly telephone expense sheets for all employees using company landline extensions and mobile numbers, segregating the expenses into those incurred for various projects (official use, so charged to the particular project) and those incurred for personal use (charged to the employee cost centers).

10. Relevant knowledge on preparing month-end closing reports, and schedules and notes for the financial statements such as entries and accounts for prepaid rent, prepaid insurance and accruals of supplier invoices.

11. Relevant knowledge on construction contracts and contract/project accounting including billing to customers and revenue recognition, Progress Measurement Sheet (PMS) and Progress Payment Certificate (PPC).

12. Relevant knowledge on various payment terms and bank guarantees including performance bank guarantees, advance payment bank guarantees, retention bank guarantees; performance bonds and letter of credit/LCs (import LCs and local LCs).

Formula One Etihad Airways Abu Dhabi Grand Prix (F1) 2016. Company: Vibes Events & Promotions, Abu Dhabi, UAE Job Title: Customer Service Team Member Period: November 2016

	Role:   Registering visitor
	details,  printing entry badges,  and  ensuring smooth visitors’ access

	to the Yas Marina Circuit
	F1 Race.

	Abu Dhabi International
	Petroleum Exhibition and Conference (ADIPEC) 2016.

	Company:
	Vibes Events & Promotions,  Abu Dhabi, UAE

	Job Title:
	Registration Team Member

	Period:
	November 2016

	Role:
	Registering
	visitor  details  and  printing  attendee  badges  for  exhibition visitors,

	
	exhibitors
	and conference delegates.

	
	
	

	PROJECT WORK
	
	

	Project in Accountancy
	
	Indian Islahi Islamic  School

	Project Title: Financial
	Statement Analysis  based on an organization in any industry

	Role: Planning,
	collecting,
	organizing,  analyzing,  interpreting financial  data obtained from

	the particular  entity selected (a reputed hair saloon in Abu Dhabi) and presenting in an

	understandable
	and comprehensive  manner. Financial Statements  of the entity for a particular


time period were prepared, including the Journal,  Ledger Accounts, Trial Balance, Statement

	of Profit or Loss and Statement  of Financial
	Position.  These financial statements
	were

	interpreted and whereby, meaningful conclusions  were made.
	
	

	Project in Business Studies
	Indian
	Islahi Islamic
	School

	Project Title: Management  and its Functions  based on a real-life
	example
	

	Role: Completed a project on the general meaning and examples  of management
	and the

	main functions  of management.  The prime management  functions
	in general, along with

	those developed by renowned management
	researchers like F. W. Taylor (Scientific


Management) and Henry Fayol (Modern Management) were explained in detail with specific examples for each of them, based on a real-life entity.

Coder - Project in Java Programming Programming language: Java Project: Online Airline Booking



Indian Islahi Islamic  School

Role: Developed an Online Airline Reservation/Booking Program. Coded an entire sample program in Java programming language, where in test users could log-in or sign-up on the airline website, avail discounts if a frequent flyer and other membership benefits, search for the available flights with the convenient dates and timings, and book suitable tickets considering the competitive rates charged, and with payments made through appropriate safe online e-payment transactions. Online users or passengers could check-in online specifying baggage, and modify their booking by either updating details, inserting new information, and/or cancelling their reservation made subject to cancellation charges and refund terms and conditions. Providing Contact Details of the airline company, users could avail the 24*7 helpline anytime.

KEY COMPETENCIES AND PERSONAL SKILLS


· Quick and accurate keyboard skills.
· IT Skills: ERP software Microsoft Dynamics AX, MS Office (Word, Excel, PowerPoint, Access), Programming Language Java, Relational Database Management System MySQL, Hyper Text Markup Language (HTML), Computerized Accounting Software
Tally.


Excellent  organizational skills  that allow effective  multitasking.


Strong teamwork and leadership/project  management  skills.


Excellent  communication and prioritization skills.


Able to communicate  concepts and strategies clearly to colleagues.


Manage time effectively,  prioritizing tasks and able to work to deadlines.

· Team player.

Self-motivation and desire to exceed expectations.

· Adaptable to changing environments.
· Results-oriented  approach with keen attention to high quality,  details and accuracy.
	
	


	DECLARATION
	

	I  hereby  declare  that  the  above  stated
	facts  are  true  to  the  best  of  my  knowledge.


