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 OBJECTIVE
To build up a professional career in Accounts and Admin with a reputed organization using my potential talents in financial, admin to its optimum for the benefits of the company and be innovative & result oriented for all the tasks assigned.
Now looking for a new and challenging managerial or consultancy position, one which will make best use of my existing skills and experience and also further my personal and professional development

Professional Summary
·   More than 4 years of professional experience in accounts and admin.

·   Proficient in computerized accounting.

· A good level of English spelling and grammar

· flexible and an industrious worker

· Strong presentation and negotiation skills.

· Ability to work long hours, often under pressure.

· Can easily work in a group

·    Good telephone answering skills

· Ability to pickup new trends very quickly.

· I am adaptable to new job situation
· Can handle any kind of work pressure

· Training to new staff about the company and its status.

· Maintains healthy relationships with banks

EXPERIENCE SUMMARY 


COMPANIES AND EST
      Accountant cum Admin (2014 – PRESENT)
Job profile:
· Responsible for monthly MIS Reporting which included

· Daily updates of company sales in terms of cash and credit and submission of report to management.
· Making reports of company suppliers and sub-contractors.
· Handling and maintaining petty cash of the company and submitting reports to higher   management.

· Preparation of trial balance, profit & loss accounts & balance sheet.

· Independent handling of all books of accounts.

· Reconciliation of monthly Bank Statements.

· Reconciliation of Inter branch Transactions.

· Preparing of Invoices and follow up for the Payment. 

· Responsible for daily & monthly cash closing procedures.

· Preparation of monthly office & shops staff salary, WPS transferring and Payroll posting. 

· Calculating Employees Leave Salary, Gratuity and Final Settlement.
· Consolidating daily vouchers.

· Insure company policy & procedures are satisfied in all aspects.

· Track and audit petty cash.
· Collect, confirm and process time sheets and overtime.
· Assisting in Company finalization works.
· Guiding & Training to the new staff employee about the company

   FIRST PVT LTD, INDIA 
  Admin cum Accountant (2011-2014) 

Job profile:
· Complete secretarial duties and day to day administrative functions of the company.

· Arrangement of meeting / appointments for the Manager.

· Systemized individual employee’s files and ensured all the information is up to date.

· Invoicing, preparing LPO’s and follow-ups.

· Reviewing & analyzing the sales for the month.

· Reporting Sales and Sales meetings to the top management on daily basis.
· Preparing and updating weekly sales & monthly MIS reports.
· Insure all transactions are recorded as per accounting principles & policies

· Insure all the vouchers are recorded.

· Preparation of Bank Reconciliation Statement

· Collect, confirm and process time sheets and overtime.
· Answering all incoming calls/emails and re-routing them to relevant parties

· Dealing with any enquires at the reception

· Booking taxis, couriers, hotels, Air ticket and Business trips . 
· Organizing promoters Schedule & supervising their activities.

· Follow-up stocks & deliveries & make repeat orders.

ACADEMIC QUALIFICATION 
· H.S.C. Maharashtra secondary and higher secondary board,

     (1997-1999)

· T.Y.B COM From Mumbai university.(2000–2003)

TECHNICAL QUALIFICATION 

· Diploma in Manual & Computerized Accounting

· Focus ERP, Tally ERP 9.0
· Microsoft office

· Internet concept 

PERSONAL INFORMATION


Marital Status
:
Married

Sex


:
Female

Nationality

:
Indian
Date of Birth

:
03-06-1981
Languages Known
:
English, Marathi, and Hindi 
           Visa status

:
Employment Visa            
First Name of Application CV No: 463458
Whatsapp Mobile: +971504753686
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