Curriculum vitae

First Names: 
Muna  

Date of Birth: 
March 1984

Nationality: 

Somali (Born in Ethiopia, Awbarre)
Cell phone:

+971 504973598
Email:


muna.376273@2freemail.com 
Objective                                                                                                                                                            
I have excellent accounting skills, with experience in Tally, Peachtree and quick book. I dealt with customers and high level workloads within strict deadlines. Now I am looking forward to starting a new challenging position to meet my competencies, capabilities, skills, education and experience. I wish to contribute my knowledge of various processes to profit the company.
Work Experience 
Company Name
:
AMOUD MONEY TRANSFER, Dubai, UAE 

Position Held
:
Assistance accountant  
Duration

:
Jan 2011 to Dec 2011

·  Maintaining the books of accounts up to finalization.

· Receipt, issue and inventory control of material.

· Bank deposits, Payments and reconciliation.

· Preparation of Month end reports, Year-end reports.

· Evaluate monthly profit and loss account.

· Checking vouchers with supporting documents.
· Checking all the tax related documents.

· Correcting the ledger accounts.

· Preparation of Vouching Notes.

· Preparation of individual salary statements on monthly basis.

· Preparation of Depreciation statements.

Company Name
:
SWAGATH HOUSING. Pvt. LTD. HYDERBAD, INDIA 
Position Held

:
Accountant and assistant accountant 
Duration

: 
August 2008 – May 2009
Responsibilities
· Worked actively to promote and meet customer service expectations stablished within the company system.
· Planned, implemented, evaluated and monitored services and daily operations at the assigned branches and takes necessary action for improvement. 

· Oversees customer service functions at the assigned branches including staff scheduling, shelving, stock maintenance and circulation. 
· Make profit & Loss report and submit to the Manager.
· Analyze cash flow and suggest effective method to increase the profitability of the company.
· Keep and track all company related documents like, Proposals, Purchase orders, and retrieve them in no time, when required by the relevant employees.
· Installation and back up of Tally.
· Assist in the use of branch facilities and provide basic reference services.
Educational Qualifications
	Course
	University/Board

	B.Com
	Osmania University 2009 Hyderabad, Andhra Pradesh, India.

	Diploma In computer accounting 
	International Computer Accounting School 2009 6months Hyderabad, Andhra Pradesh, India.


Trainings Obtained

	Training/ Seminar
	Conducted by
	Duration
	Status

	Diploma In Financial and Management Accounting. 
	The All India Institute of Management and Computer studies. 2006
	12 months 
	Completed

	Diploma In Business management and administration
	The All India Institute of Management and Computer studies. 2008
	12 months 
	Completed

	Secondary School leaving certificate 
	Farah Omar high school June 2003 Hargeisa Somalia
	4 years
	Completed


Computer skills

Microsoft office, Tally, Peachtree, Customized Account Management software
Personal traits  
Ability to learn things fast

Takes responsibility, creative

Self confident with positive mind set
Languages Known

English, Somali Some Hindi and Arabic
Personal Information
Sex


:
Female
Date of Birth

:
March 1984
Nationality

:
Somali 
Religion & Community
:
Islam, Muslim

Languages Known
:
English and Somali 

Marital status
           
:
Married
Visa Status

:
Family Sponsored .    
References
DECLARATION

I hereby declare that the above mentioned details are true to best of my knowledge and belief


