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Bindu 

Bindu.66109@2freemail.com  
         

Objective
Progression to management level within an international business environment through top quality, innovative work coupled with a highly motivate approach and strong interpersonal skills.
Personal & Professional Profile
· 16+ years of professional experience and well versed with basic book keeping up to finalization, inventory control, creative reporting, reconciliations and auditing.
· Drove teams up to five and led it to a highly organized team. I have worked closely with both internal &external auditors providing information and reports
· Taken full responsibility for financial month-end accounts, developed, implemented and monitored internal controls, and achieved accuracy in all levels of reporting. 

· Well versed with inventory control, creative reporting and reconciliations.
· Current key functions include revenue & overhead reporting, preparation of P&L, forecasting, supporting finance manager in budget analysis & KPI’s.
· Familiar with ERP environment, proficient with mainframe accounts software. Experienced in working with both the Finance and IT departments for troubleshooting when problems arise. Good communication skills to deal with ERP issues.
· Post Graduate Diploma in Financial Management and Bachelors degree in Science
· C.A Articleship training (3 years) completed, Currently studying towards an international accountancy qualification –CMA
· Enthusiastic team player with the ability to build a consensus within large and small groups.
· Highly ambitious person with creative approach towards work.
· Self-motivated, a proactive and focused individual with the ability to work under pressure & enjoy challenges and responsibility

Professional Experience
Motivate Publishing, Dubai                       Mar, 2007 – Dec, 2008
Senior Accountant
Major publishing company of entertainment, life style and business magazines, Events management, corporate brochures, cinema advertising, and books publishing (with approximately 250 multinational employees). Part of the prestigious Al Tayer Group

Specific Responsibilities:
· Complete with accuracy monthly management accounts and financial reports within the first four working days of the month.

· Ensure timely compilation of information required by the Finance Manager 

for MIS reports, including highlighting any variations to the budgets so that corrective action may be initiated by the management.
·  Maintain regular updates and prepare mid month forecasts on time

· Responsible to send MIS reports to our publishing business partners as per the terms of the agreement, once it is approved by the Finance Manager.

· Conduct periodic review of accounts and specifically check for the adequacy of provisions. Check validity of the balances at the time of monthly closing and ensure that all adjustment entries are passed on time.

· Ensure that all financial and accounting transactions are coded and posted under the correct accounting heads. Check and verify purchase requisitions and ensure that local purchase orders are issued after ensuring correctness, approvals as policies and budget provisions.

· Ensure that all payments are prepared after checking the authenticity and adequacy of supporting documents and approvals. Ensure adherence to financial and other limits as per company policy.

· Assist the Finance Manager in compilation and formulation of the company’s annual budget by providing accurate financial data required.

· Ensure the correctness of the accounts payable and stock/inventory accounts. This necessitates timely adjustments and removal of all non-reconciling items.

· Review the reconciliation of all ledgers and ensure that all adjustment entries are passed.

· Supervise receipt and disbursement of funds. This will involve planning and scheduling of cash flow efficiently.

· Conduct periodical checks of cash, book inventories and report to the Finance Manager on the outcome.

· Assist the auditors in completing audit (internal and external) in a timely manner and take necessary steps to implement agreed recommendations from the auditors.

· Responsible for ensuring that documentation and files necessary for external and internal audits are maintained in a proper manner and provide necessary information for the timely completion of audits.

· Liaise with HR to ensure that payroll is prepared accurately on timely basis and any other payments to be issued to staff (house rent allowance, accommodation allowance, furnishing allowance, etc) are dealt with in a timely manner.

· Liaise with ad & credit control and the books & magazine division to ensure that timely billing is completed and collections are achieved as per the established policies and cash flow projections.

· Play an active role in motivating the team of 5 to ensure optimum utilization of system facilities and supervise and assure that the assigned day-to-day operations are carried out in accordance with established accounting principles, policies, and objectives.
· Closely monitoring and verifying Branch/Intercompany  accounts on daily basis 
· Liaisoning with the IT department for any modification or enhancements in the financial package and monitors the master files & its maintenance. 
Desert City Holidays LLC, Dubai

Mar, 2004 – Feb, 2007
Chief Accountant





A group of companies with travel & tourism and trading operations in DUBAI & INDIA
Specific responsibilities:

· Responsible to ensure accurate and up to date processing of accounting transactions/ information, monitoring of reconciliations, chart of accounts & accounts master file maintenances, timely preparation of financial statements and reports for management information and that all accounting controls and checks are exercised as per the established policies and procedures. 
· Play an active role in motivating a team to ensure optimum utilization of system facilities.
· Supervise and assure the smooth running of the day-to-day operations of the company including visa processing, dune safaris, limo services etc.
· Preparation of weekly/monthly cash flows, follow ups with banks. ,
· Analysis of individual contracts for clients, follow up of bills receivables/payables and review of debtors & creditors.

· Drove the HR department including supervision of payrolls, staff related issues & payments, immigration processes for the visitors etc.
Dr. Diagnostic Centre, India


2002-2004




             
 Assistant Manager - Accounts

Dr. Diagnostic Centre is a well established Medical research & diagnostic firm in Kerala having branches all over Kerala. 
Specific responsibilities:

· Responsible for assisting the Accounts Manager for conducting business meetings with the area representatives

· Responsible for the supervision of Accounts related works , monitoring a team of 5, bank reconciliation and preparing final accounts for the management 

· Preparing monthly management accounts, ensuring that all supporting documentations are complete and accurate

· Submitting weekly/ monthly Finance & Sales reports to Management

· Handle day–to–day administrative tasks by ensuring the efficient and smooth running of the office

· Liaisoning with the Auditors for executing the finalisation of Accounts & completing the Annual Balance Sheets.


 1989-2002
 After the completion of Article ship training (1993) from Venkatesh & Co. Chennai, India.
Worked with Chartered Accountants in the capacity of Audit Assistant and finally as Audit Manager for 4 years leading a team of 5 audit assistants.


Responsibilities included the following:
· Handling of audit for diversified client base from sole proprietorship, joint venture, consignments, partnerships, limited companies, banks and corporate accounts and ensuring proper documentation & completion of the files

· Supervision of all audit functions up to presentation of audited financial accounts and finalization of income tax statements.
· Conducting audits for co-operative industries, banks, government projects, partnership firms, limited companies etc. 

· Conducting independent audits and assisting the senior auditors in their audit works finalization of accounts ,balance sheet and providing reports to the tax department
· Appearing for hearings called by tax departments in the absence of senior auditors.
Educational Qualifications
· Post Graduate Diploma in Mathematics, Management & Computer Applications 
(Specialisation: Financial Management) from Mahatma Ghandi University, India – 1997- (Passed with Distinction)

During the Post Graduation, I got exposure in conducting various surveys, project works, seminars, computer programming languages etc. The major project work was in Financial Management on working capital management and also submitted a report to Mahatma Ghandi University (Marks scored on this project - 73%)
Subjects:
Financial Management (Optional subject)

Applicable Mathematics

Applicable Statistics

Operations Research for Management

Marketing Management

Computer Applications

· Bachelor of Science (B. Sc.), M.G University,  India (1989 )
Subjects: 
Chemistry - Major

Physics & Mathematics – Subsidiaries
· Studying towards an international accountancy qualification –CMA
Languages Skills        English, Hindi & Malayalam
Personal 
       Date of Birth   :  8 October 1968



Details
       Marital Status  :  Married 





       Nationality     
 :  Indian


       Visa Status     :   Employment


       Sex                 :   Female[image: image1.png]
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