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Seena 
Seena.87847@2freemail.com  
OBJECTIVE

To work in a creative and challenging atmosphere with good career prospects where my experience and skills coupled with motivation that can be of mutual benefits.
Academic Qualification

: 
M.Com. (M.G University), Kerala, INDIA
Computer professional Skills
: 
Tally and Peachtree
MS Office applications
CURRENT ASSIGNMENT

Working as an Accountant cum Administration in charge, from 1st Feb 2008 to July 2011.
in JMCS.  Satwa, Dubai, UAE. 
Responsibilities 

· Preparation of  various Financial statements - Income & Expenditure statements, Bank Reconciliation statement , Reconciliation of  Debtors, Creditors statement

· Preparation of Salary & Payroll, Book keeping 

· Maintaining petty cash and Bank Transaction
· Preparation of Invoices 
· A/R follow – up & daily updation of cash and cheque collections.
Office administration duties 

· Maintaining the records  of employers  visa, passport and Lab our card and informing PRO , about  expiration and Renewal

· Preparation and monitoring  attendance register, for office and lab our camp
· Drafting letters and issuing.
· Handling customer care through phone calls and e-mail. and replying to them to maintaining  good relationship with clients
 PREVIOUS ASSIGNMENTS
1. Worked as an Audit Assistant, from Jan 2008 to Oct 2008 in Surendran& Company (C.A firm), Cochi, Kerala, INDIA.                                    
 Responsibilities
· Bank Audit and Tax Audit

· Preparation of P & L Account and Balance Sheet

· Preparation of various financial statements -Statement of Income, Bank Reconciliation, etc. 
· Data entry-Various accounting inputs
2. Worked as a Reception, call co ordination, Accounts assist, from May 2007 to Oct 2008. Kerala, INDIA.
Responsibilities
· Front Office Management

· Maintain customer relationship- related to sales and service of Computers 
· Event Management – Arranging meetings and functions 
· Data Base Management – Collection of service Reports, filing, data entry 
· Preparation of Attendance chart, Reports, Registers, etc.
· Call-Coordination responsibilities – All branches in Kerala
· Spare Indent Management- maintaining the stock records of imp rest spares,  updating of inward and outward spares 
· online updating  of calls repot and  original sending documentation to – H.O
· Day today petty cash payments and reimbursements

·  Checking quantities and rates with L.P.O and Goods Received Notes.

· Raising the invoices for Product Sales.

· Follow up Accounts Receivables.
3. Worked as a Tele caller cum Back office staff form Nov 2005 to May 2006 , in VQCC (service provider of ICICI Bank ) Cochi, Kerala , INDIA .
Responsibilities
· Debt Collection: Follow up Accounts Receivables.(Credit card holders)

· Co-ordination duties
· Daily updating of Database and Reporting to H.O
· Filing and book keeping of staff details and registers.
4. Worked as a Office staff, form March 2004 to 2005, in Mikan Credit Consultancy Pvt Ltd , Kerala , INDIA .
Responsibilities
· Telephonic Verification of Loan Applicants

· Preparation of  Reports as per the Field Executives Verification

·  Decision making  of Customer repaying Capacity

· Co- ordination of Field Executive, Geographic locations, Type of Loan etc.
· Data entry- Updating the required documents and reports to the H.O
· Petty Cash: day today petty cash payments and reimbursements, conveyance etc.
