Sajeena 
E-mail: sajeena.380218@2freemail.com 
Dubai, United Arab Emirates

Career Objective:

To be a successful professional in Finance & Accounts by joining an organization that can provide me opportunities to widen my skills to grow & expand with the organization. 

Profile:

· 5 years of experience as Accountant with reputed Company in  India  & UAE

· Professionally qualified with Master Degree in Commerce (M.Com.).
· Well Versed with accounting software.

· Have excellent planning, organizing, coordination, and Customer service negotiation skills.

· Expert in Collection System, accounts maintaining and follow up strategies with strong communication and presentation skills. 

Work Experiences:

1. Accounts Executive, M/s. Kairali TV, UAE (Mar 2010   to 2013 & Dec 2016 to Jan 30 2017 ) 
2. Time Sales Coordinator, M/s. Kairali TV, India (Aug 2007 to Mar 2010)

3. Accountant, M/S. WILLS INDIA Travel & Tourism, India (Jan 2005 – Jan 2007)
Job Profile: Accounts Executive


· Remain a main point of contact for financial related issues.

· Supervise & coordinate the Accounts division; ensure that all accounts responsibilities are handled efficiently and effectively.

· Generated income statement, general ledger, checks & reports.
· Manage the day to day financial transactions of the company.

· Maintain book of accounts in a computerized environment.    
· Prepare day to day bank transactions & day to day cash transactions reports.

· Responsible for daily funds position, receivables position & reporting to Finance Manager

· Handle cash management.

· Control petty cash; prepare render accounts of individuals.

· Prepare financial statements and debtors’ listings / Check customers’ credit ratings.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis
· Prepared LPOs; handled PDCs.
· Reconciliation of supplier accounts & customer accounts.

· Verify recorded transactions and reports irregularities to management

· Check Monthly Bank Reconciliation Statements of all bank accounts maintained; resolve any differences in a timely manner.

· Ensure continuous development & improvement of the procedures within the finance department.

· Co-ordination of LPOs received from various agencies as well as clients to head office like sending LPO and material relating to LPO.
· Ensure that the LPO and material received in time and the same should be aired.
· Ensure that the LPO billed in time.
· Sending the bills to various agencies as well as clients on monthly basis.
· Remain a main point of contact for agencies as well as clients in the office.  
Job Profile: Time Sales Coordinator



· Co-ordination of LPOs received from regional office to department head for registration.
· Scheduling the LPO and the ensuring that the properties of LPO aired in time.

· Ensure that the properties of LPO billed in time.
· Ensure that the material relating to LPO should be received and it must be the right one to air.  .

· Remain a main point of contact in the head office for regional offices.  
· Preparing the daily cue-sheet for airing the LPOs received from our regional offices.

· Verifying the properties of LPOs should be billed properly and report if any mismatching occurred to finance department.

Academic Qualification:
· Master of Commerce(M.Com) from University of Kerala, India 

Computer Skills:
· PGDCA
· Internet & Email Applications
· Tally ERP.9

Personal Data:

Nationality

:
Indian
Date of Birth

:
30.05.1978
Status

:
Married
Religion

:
Islam

Visa Status

:
Husband Visa
Languages Known

: 
English; Hindi; Malayalam; Tamil


