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JINI SAJAN
   +971504784984
+971558519943
Personal Details
DOB : 29-12-1989
Sex: Female
Marital Status: Married

Passport Details: M4736161
Issue Date:23-12-14

Exp. Date  :22-12-24
Visa Status:
Visit Visa

Email ID
aceline5555@gmail.com

	CAREER OBJECTIVES

Seeking a challenging position wherein my intellectual, cognitive and technical skills are utilized in a progressive and innovative manner, helping me to evolve both as a better professional and a well-mannered individual. A quick learner, good listener and adaptable to new protocols & changing environments.
EDUCATIONAL QUALIFICATION

· Diploma in Computerized Professional Accounting

· Degree  Bachelor Of Commerce with Computer  Application  , MG University

· Government  Of  Kerala Board Of Higher Secondary Examination

· Secondary school leaving Certificate 
SKILLS
· Software installation & maintaining.

· Troubleshooting of Internet & System problems.

· Microsoft Office – Word, Excel, Open office, outlook, PowerPoint. Tally 9

EXPERTIZE

Accounting Transactions, Customer Relationship Management, Documentation and Administration Management, Supervising, planning & recruiting. 

STRENGHT

· Strong Leadership qualities. 

· Quick learner, Good Listener, dedicated, time bound, efficient workloads. 

· Good communication and Inter personal skills. 

· Flexible.
PROFESSIONAL EXPERIENCE

SYNERGY PROPERTY DEVELOPMENT SERVICES PVT LTD - Dubai Br.

Position                                  : Junior Accountant           

Inclusive  Date                       : Feb 2016  - Nov 2017



	
YOGURTLAND DUBAI MALL
Position                                  : Cashier            

Inclusive  Date                       : Aug  2015  to  Jan 2016
KOSAMATTAM  FINANCE  LTD 
Position                                   : Accountant
Inclusive Date                         : Oct  2010  to  May 2015
Job responsibilities:
· Receive invoices or bills from vendors get them sanctioned and arrange for payments through checks or bank transfers.
· Managed financial departments with responsibility for Accounts Payable and Receivable.

· Prepared company accounts and tax returns for audit.
· Administered online banking functions
· Ensured compliance with accounting deadlines.  

· Collection of details from clients and make necessary entries. 
· Finalization of Accounts.
· Recommends financial actions by analyzing accounting options.  
· Collect the necessary information and the source documents related to the financial transactions from the concerned people in the organization to update the financial statements daily.

· Keep a record of the payroll accounts and consider a workers & total working hours, deductions and increments to compute the total amount of salary payable to the workers of the organization.

· Maintain petty cash book and authorize payments done by cash by making entries under appropriate account head of the book.

· Submit monthly reports regarding the expenses and cash book balances. Make entries of the financial transactions of the organization and get them checked from senior’s .File and maintain a record of various supporting documents sent and received by the organization for reconciliation purposes .Receive receipts and payments reports and note the amount of receipts and payments by recording the corresponding entries.

· Prepare and send cashbook for remittance of transactions.

· Preparation of inventory reports.
REFERENCE

References available upon request
Place: UAE
JINI SAJAN
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