
	
	


Jefna   

 Jefna.45690@2freemail.com 
  
	Objective
	I  wish to join an organization where I would be able to offer my services and                 grow along with it.  

	Personal Information  

Educational 

Computer Skills
Accounting Package                               

Languages  Known                                                                                                               
	· Name                      :    Jefna 

· Marital Status          :    Married  

· Nationality               :    Indian      

· Date of  Birth           :   18-12-1980
· Sex                          :    Female 
· Religion                   :    Muslim 
· Visa status              :    Husband’s visa

· A.I.S.S.E                 :     All  India  Secondary School Examination ( CBSE )    

                                             Completed  in 1996 with first class 

· A.I.S.S.C.E  (X11)   :    All India Senior  School Certificate Examination 
                                      Completed  in 1998  with first class

· B.Com                      :   Bachelor of Commerce from Calicut University-                    

                                              Kerala, India- Completed in 2001  with first class
· Windows 95, 98, Office 97, 2000, 2000 professional, XP, Internet.    
· Tally, Daceasy, Peachtree, Ex    

· English, Hindi,  Malayalam  & Tamil ( Arabic little) 



	Interests

Awards 
	· Teaching, Reading, Writing & willingness to learn any new aspects.

·  I was awarded for best handwriting in English.


Computerised Accounting : Latest version of : Tally, Peachtree, Daceasy, Ex and  Foreign 

                                                 
  Accounting including banking and method of different organizations.  
Knowledge


:  Good working Knowledge of  Tally package and knowledge of Bldg

                                                       Materials. 
                                                                                                             .   
Licence :


:  Holding valid UAE Driving Licence with Own car.  
Residing :


:  Near caterpillar R/A Industrial Area, Sharjah.  
 
Professional  Experience

	
	April 2001 – Jan 2002   M/s. Opal Corporation, Kannur, India   

                       A well reputed Bldg Materials Co. in Kerala.      
Accountant,        
       Responsibilities 

· Data entry including all documents of sales and purchase.

· Preparation of trial balance up to finalization. 
· look after outward payments and inward  Payments.  
· Daily  reports &  information  regarding  payments,  LPO, Invoice, Cheques
  Statements & other related  banking documents. 
· Dealing with different departments to finish customer’s work in less time to

       insure the best quality of  service.  
· Advise to customers   
· Performing local and International correspondence   

· Other duties  & Responsibilities appointed. 

· Review of all transaction to suppliers

Feb,2002 – Feb 2003, Indian Overseas Bank-Kerala, India 

Account opener  ( Personal Loan and Auto Loan )      

      Responsibilities 

· A/c Opening & other related duties.
· Chasing customers for personal Loan through client’s details.   
· Follow up with every clients by friends and relatives.
· Review of necessary documents for personal loan and auto loan 
· Assuring all documents collected correctly.

· I had proven records of personal loan and Auto loan within a short period.
May 2006 onwards, M/s. Zahrat Al Taief Trading, Sharjah.   
Building Materials. 

Assistant accountant cum sales coordinator – Software used- Tally. 
· Chasing new customers related to our products. 

· Introduction of our products and prices to every customers.

· Improving maximum telesales 

· Data entry including all documents of sales and purchase.

· Preparation of trial balance up to finalization. 
· look after outward payments and inward  Payments.  
· Daily  reports &  information  regarding  payments,  LPO, Invoice, Cheques


	
	


Human Resource Dept.







  Jun. 15, 17
P.O. Box  

Dubai,  U. A. E

Subject.   Application for  the  post of an Assistant Accountant / Data Entry Operator/

                 Cashier / Customer service or any Suitable Post                                        
Dear  Sir 
With reference to the above, I  would like  to apply for the same and submit herewith  my CV  
for   your  kind  perusal and I hope you will find my  CV to work at  any suitable post you may

have.  
I trust you will find my application favourably.

Awaiting your valuable reply. 
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