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CURRICULUM VITAE

Accounts & Finance

Mrs. DAYASUMA
Al Nahda 2, Dubai (UAE)

Email : dayasuma-389504@2freemail.com 
Career Objective

To prove myself as a valuable asset to the Organisation and contribute towards the growth of the Organisation combining hard and strong interpersonal skills with belief in self-confidence, determination and positive attitude.

Career Skills

* Accounts payble (SAP system)

* Vendor reconcilation & Dealer Reconcilation

* Monthly Revenue Expenses Provision

* Financial compliance report

* Cash Flow & Fund Planning



* Bank Reconcilation

* MIS of Revenu expenses

* Variance Report of Revenu Expneses

* Yearly Revenue Budget & Planing

* Audit Reports

Work experience

in UAE Dubai



Jun to Oct 2019

· Managing Cash Flows, Accounts Receivables and Payables for the group companies

· Prepare and monitor Bank Reconciliation and dealing with banks

· Monitoring customer credibility and maintaining client black-list to reduce bad debts

· All tasks given by Finance Head done under supervision

Clearning and forwarding company in UAE Dubai
Apr to May 2019

· Maintaining Accounts Payables & Receivables of all branches (African countries)

· Monitoring day to day account activities

Tata Motors Ltd, Regional office Bangalore
Logistics Dept
2017 to Oct 2018

· Creation of all types of Sales order to Dealer and Customer (in SAP environment)

· Preparation of Daily Stock report/RSO Monitory report/Pending order list.

· Providing PAN India Stock and Transporter details to support Sales Team.

· Preparation of TMLD provision on monthly basis and Co-coordinating vendors.

Tata Motors Ltd, Regional office Bangalore
Accounts Dept
Nov 2006 to Aug 2016

· Maintaining Cash Book, Bank Books, General Ledger on computerized Accounting system in SAP

· Bank reconciliation on monthly basis with schedules for entire Southern Region Bank Accounts

· Processing Vendor Invoices, Employee Medical Advance, Travel Advance, Reimbursement claim and Reconciling employee and vendor advances on monthly basis

· Vendor Payment follow up, Vendor code registration and responding to queries from vendors

· Preparation Qtrly Audit report of Bank Imprest, Cash Accounts, Financial Compliance, Stock Verification Reports

· Collecting Balance confirmation statement from various vendors Dealers for Audit schedules

· Compiling and filing of statutory Profession Tax on monthly basis and Quarterly TDS returns

· Monthly MIS of Revenue Expenses and Variance report with major Heads of expenses for entire Southern Region and making Monthly Provision

· Preparation of yearly Revenue Expenses Budget and Planning for entire Southern region

· Responsible for all major and minor works in Accounts Payables and Monthly closing of Books of accounts with supporting schedules
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Significant Achievement :

· Efficient Cash Management leading to Saving in Interest Cost

· Timely settlement of Vendor Bills leading to additional Cash Discount and in accordance with payment term

· Timely closing of Books of Accounts on the last working day of Every Month

Samasta Microfinance Ltd, Bangalore
Sep 2016 to Apr 2017

· Fund Planning for loan disbursement and Investment, Preparing Bank reconciliation and Cash Flow on daily basis

· Monitoring loan disbursement to the member through Cashless & Prepaid cards, Repayment to the investors, vendor payments, employee travel reimbursement and Petty cash expenses.

Rajesh Export Ltd, Bangalore
Apr 2005 to Oct 2006

· Handling Cash, Bank Transactions and Reconciliation of Cash and Bank Accounts

· Complying with VAT, TDS and FBT Laws and Issuing TDS certificate to the respective vendors

· Monitoring of Accounts Receivables and Payables

· Opening and Transacting on LC with various banks. Handling Import and Export Forward Booking

· Verifying and Preparation of Interest Schedules on Overdraft, Loans and Fixed Deposit

· Handling of payments on Bank Margins and Multi Commodity Exchange Trading

Significant Achievement :

Ensuring that all foreign exchange earnings are remitted to the Country within the permissible time to avail the Income Tax Exemptions on Export Earnings and maintaining the required documentation record

Alva's Ayurveda Medical College, Moodbidri
Aug 2001 to Aug 2002

· Handling Cash Book,Journal Book & Ledger,Petty Cash,Bank Transactions and Reconciliation of Bank Accounts

· Preparation and Maintaining monthly Accounts receivables reports, Trail Balance and final statements

Shriram Chits Bangalore Ltd, Udupi
Apr 1996 to May 2000

· Maintaining of Cash and Bank Books , Journal, Ledger of the Branch

· Maintaining and Follow up with all the customer for monthly basis for receivables

· Preparation of fortnightly, Monthly outstanding list for fund projection

· Handling of the commission on the sales through agent and customer deposit

· Handling and scrutiny security documents while disbusing funding amount

· Preparation of various Statutory Statements (Computerized)

· Compiling of Reports and Schedules required under Statutory Law and for Audit Compliance

Educational and Additional Qualification

· M.Com : Karnataka State Open University, Mysore – June 2003 in Personnel Management and Industrial Relations

· B.Com: Mangalore University , Mangalore – April 1995 Elective Subjects Accounting, Costing and Income Tax

· Passed English Typing Junior & Senior Grade, Passed English Shorthand Junior Grade

· Diploma in Computer Applications (Under ISCT ,New Delhi)

· SAP R/3 4.6, SAP 3.1, Tally 5.4, Diploma in Accounts House

Personal Details

Date of Birth
: 07-09-1973
Nationality/Religion : Indian/Digambar Jain

Visa Status
: Residence/Huband's Sponsorship
Languages Known
: English, Hindi, Kannada, Tulu

Strength :

Ability to oversee the entire Accounts Dept, Operations with trust on implementing Organization objective Deliver qualitative and time bound output under pressure condition

