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KAVITHA 
Email: kavitha.375595@2freemail.com 


PROFESSIONAL OBJECTIVE

PP
To be associated with a professional organization where my skills and professional knowledge is valued which will help in contributing significantly to the success of the organization.
PROFESSIONAL EXPERIENCE


Today’s Bldg. Cleaning Est.
November 2017 – Present
Sharjah – UAE
Job Title: Accounts Assistant
Roles & Responsibilities:
· Complete responsibility of day-to-day maintenance of books of accounts, petty cash
· Preparing, issuing invoices, updating account receivable and payment follow-ups
· Controlling credit and ensuring debtors pay on time, reconciliation of direct debits and finance accounts.
· Assisting senior accountant on reviewing of expenses, payroll records etc as assigned
· Generating periodic accounting reports, ensuring all payments amounts & records are accurate.
· Prepared periodic financial statements such as Profit/Loss account, Cash flow statement and Balance Sheet.
· Working with journals, sales & purchase ledgers and spreadsheets
· Collect and analyse previous years data to forecast budget for the ensuing year
· Preparing accounts, financial statements, bank reconciliation and depreciation schedule
· Received training in addition to perform duties in several departments such as Marketing, Finance, HR & Admin.
CA. Shravan Kumar BBM, ACA
August 2016 – September 2017
Chartered Accountant, Mangalore
Job Title: Accounts Assistant
Roles & Responsibilities:
· Maintained books of accounts and handled petty cash

· Processed payments, validated invoices against items received

· Issued invoices to customers based on services rendered and/or goods sold

· Followed-up on payments, send timely reminders

· Make and track payments, review employee expenses and make reimbursements
· Updated accounts payable and performed reconciliations

· Keep track of bank deposits, payment and prepared bank reconciliation statements
· Prepared of financial statements of a various clients as and when needed
· Conducting statutory audit including preparation of audit reports 
· Preparing Profit and loss account, cash flow statement and balance sheet.
· Provided accounting and clerical assistance to the CA

· Assisted in other accounting projects.
	EDUCATION
	

	MBA Intermediate IPC
	2017

	MSNM Besant Institute of PG studies, Mangalore University. 
	

	Bachelor of Commerce
	2015

	St. Agnes Collage, Mangalore University
	


COMPUTER PROFICIENCY


· Having working knowledge of computers in MS Office (Word/Excel/Power Point) and Tally.
STRENGTHS


· Achievement oriented with an ability to manage change with ease.
· Proven strength in problem solving, coordination and financial analysis.
· Strong communication, interpersonal, learning and organizing skills.
· Ability to manage stress, time and people effectively.
· Enthusiastic, Team player and Proactive.
OTHERS


Date of Birth
:
11th November, 1994

Languages Known
:
English and Hindi

Visa Status
:
Visit Visa (valid till 14th February, 2018)

Recommendation letter or references available upon request.
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