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Seema 
E-mail ID:  seema.41373@2freemail.com 
OBJECT

To obtain a position requiring innovative and challenging initiatives that will utilize my educational and professional skills, and offer advanced opportunities in my field.

ACADMEIC QUALIFICATION
B. Com. from Delhi University
Perusing MBA (Banking & Finance) From Algappa University Tamilnadu India.
UAE Driving License
SOFTWARE SKILLS

· Tally (4.5, 5.4. 6.3 & 7.2)

· Ms – Office (Word, Excel &  Power Point )
       (Advance Commands on Excel) 

· Busy (Accounting Package) & Pact Accounting Software
· Movex (ERP) Oracle based in ITC Limited.
· Internet, Lotus Note, Express Outlook
 EMPLOYMENT HISTORY

Firm Name  
:
Apple International Computers Tech Est.
Post

:
Accounts Executive & Sales Coordinator 


Posting
:
P.O Box 7117
                                    Sharjah-U.A.E

Period 

:
18th October 2008 to till date
Work Profile. 
· Generate Sale Invoice & Delivery Note
· Process of Petty expenses claim

· Payment of Commission. 
· Sale Reconciliation,

· Collection Reconciliation.

· Debtors Ageing Report.
· Stock Sale and Purchase Entry.

· Closing Stock Valuation & stock month end Reports.
· Prepare PDC & CDC cheques
· Preparation of vouchers & feeding of all accounting entries in Tally and Pact.
· Prepare Sale order and purchase order day to day.

· Prepare a quotation & Follow up with clients
· Sale proceeds payment recovery.

· Bank Reconciliation
· Informing stock position of inventories and any other matter directed by the managing Director. 
· Collection & expenses day to day accounting 
Firm Name  
:
ITC Limited (LRBD).
Post

:
Accounts Executive (Out Source Employee)


Posting
:
86, Udyog Vihar


                                    Phase-1Gurgaon,


Period 

:
1st January 2007 to 24th June-2008 
Responsible for Four wills store and Fourteen John Player CSA,s of Central and South Region.

· Collection entry on daily basis in ERP Package (Wills & JP).
· Sale entry on weekly basis in ERP Package. (Wills & JP).

· Mention the sale track along with tender wise.

· Prepare monthly Balance confirmation and Debtors Ageing Report, 

· Process of Petty expenses claim

· Payment of Commission and Sale Tax.

· Working of EPI.

· Sale Reconciliation,

· Collection Reconciliation.

· Tender Sale Tracking.

· Credit Card Collection Reconciliation as per Store Report.

· Wills Store MIS Reports.

· Debtors Ageing Report.

· Sales Tax reports.
Firm Name  
:          
LSB Financial Agencies Pvt. Ltd. (ICICI Bank Personal Loan

                      

 
and Home Loan Associate)            
 
Post

:
Accounts Assistant


Period 

:
1st January, 2004 to 31st December, 2006
Work Profile
· Prepare PDC & CDC cheques.

· Preparation of vouchers & feeding of all accounting entries in Tally.
· Maintaining the books of Accounts such as Cash Book, Bank Book, Ledger and Journal etc.
· Prepare of Balance Sheet & Profit & Loss A/c, Schedules. 
· Prepare/Filing of TDS return and service Tax returns.
· Reconciliation of Bank Accounts, Creditors & Debtors Statement of A/c.
· Handle the Audit work and allied works of accounts.
· Managing routine Bank & accounting work.
· Regular interaction with the Senior Management
· Responsible for all accounting & statutory work
Firm Name  
:
Krishna Kumar Aggarwal Associates (C.A Firm).
Post

:
Accounts Assistant


Period 

:
1st Oct, 2002 to 31st Dec, 2003
Work Profile

· Work experience Account, Income – Tax. Manual Cum Computerized.

· Prepare Cash vouchers, bank vouchers, credit note vouchers and debit note vouchers.

· Prepare reconciliation of various creditors, debtors, and bank.
· Handle the all type of Sales Tax work.
· Prepare Income tax Returns. 
Personal Details:

       Date of Birth             
:         17th January 1982
Nationality

:
Indian

Marital Status

:
Married
Husband’s Name
:
Susanta Kumar Panigrahi

Language Known
:
English, Hindi.

Additional Information:
My husband is working at Skyline College, University City of Sharjah, UAE on Employment Visa.

