Feba 
Accountant / Payroll / Administration 

Email Address: feba.120171@2freemail.com 
Day Phone Number: C/o 0504973598

Career Objective
To undertake a challenging position in a progressive organization that has the need for and offers opportunities for advancement.
Personal Information
	Birth Date:
	28 July 1978

	Gender:
	Female

	Nationality:
	India

	Visa Status:
	Residency Visa (Transferable)

	Residence Location:
	Dubai, United Arab Emirates 

	Marital Status:
	Married

	
	

	
	




Professional Experience

	August 2009  - Present:
	Accountant
TOMINI TRAVEL & TOURISM Co. 
Dubai, United Arab Emirates 
Company Industry: Travel Agency 
Job Role/Department: Accounts
ACCOUNTANT (ACCOUNTS DEPARTMENT)

• Handles  Travel and Tours Accounts . Monthly analysis and closing of transactions pertaining to in/outbound tours. Checks and validates accuracy of computation, completeness of supporting documents and coordinate to the concerned travel consultant for any discrepancies against Cost.
• Checks and computes incentives for each respective Consultant based on Sales issued. 
• Coordinates with the respective staff for make status report for each respective file and report it to the Finance Manager / General Manager.
• Monthly reconciliation of Bank Statements includes System Accounts Receivable Matching.
• Coordinates with the Bank regarding any various Sundry Debits shown in the Bank Statement.

• Reconciliation of Suppliers’ and Customers’ Account.
• Checking and booking of various Suppliers’ Invoices and Billings. 

• Checking and recording of various Cash Deposits.
• Prepares and checks Balance Confirmation Letters to be sent to Clients.
• Prepares other duties that may be assigned from time to time.
 

	December 2004 - May 2008:
	Accountant
ABU HAIL CONTRACTING CO. 
Dubai, United Arab Emirates 
Company Industry: Construction 

Payroll Accountant cum Accounts Assistant 

♣ Processes and completes payroll on monthly basis through accurate inputs of actual date of joining, leave taken, salary advance and deductions. 
♣ Verifies salary adjustments against increment / allowance. 
♣ Prepare clear and accurate payroll records, Coordinates payroll runs; reviews and edits documents, corrects errors and balances payroll for each period. Compiles routine reports related to payroll activity; providing information and data for payroll adjustments to general ledger as necessary. 
♣ Generates accounts for new employees in the payroll system and review their salaries and allowances for each location according to recruitment procedures and policies. Ensure accurate entry and update of the employee’s personal and employment information into the payroll system. 
♣ Calculate annual leave, medical reimbursement, telephone bills and other deductions for all employees in the company. Ensure timely processing of approved leave, resumptions, overtime and deduction. Prepare final settlements for termination including related calculations end of service payments and other contract termination procedures. 
♣ Ensure that personnel information is entered exclusively for the budgeted positions. 
♣ Check monthly staff attendance report and adjust accordingly in records. 
♣ Prepare payroll summary file for posting to General Ledger, maintain ledger and journals. Work with General Ledger Accountant to ensure that payroll accounts are balanced on a monthly basis. 
► Assisting the chief accountant
• Maintaining day to day book keeping in an accurate and timely manner 
• Preparing financial statements • Reconciling monthly bank statements. 

• Monitoring revenues and expenditures, ensuring data is recorded in the financial accounting system • Accounting related correspondence • Following accounting policies, procedures, processes and system • Other duties as assigned, handling petty cash etc.

	 
	


	April 2002 - November 2004:
	Accountant and Audit Assistant
Roy Varghese & Associates, Chartered Accounts 
Trivandrum, India 
Company Industry: Accounting/Auditing 

Accountable for reviewing and verifying records, external financial statement auditing, compliance with policies, procedures and standards. Developing audit procedures and systems. Recommending modification or changes while ensuring all policies and procedures are followed. Preparing financial statements. General Ledger accounting. Ensuring that all accounts are scheduled and reconciled. Coordinated with the Accounting Manager and Audit Manager on audit scope and findings. Perform and lead audit engagements on various types of operational, financial, and risk audits. Perform research for special projects.




Education

	December 2003:
	Institute of Taxation, Kerala, Thiruvananthapuram, Kerala, India
Master's degree, Taxation in first class.

	 
	


	October 2002:
	IGNOU, Thiruvananthapuram, Kerala, India
Diploma in Computer Software & Accounting Packages like Peach Tree, Quick Book, Tally, Dac Easy, MS SQL, etc 
DCFA ,Got A+ Grade 

	 
	


	March 2002:
	University of Kerala, Thiruvananthapuram, Kerala, India
Master in Commerce (Finance) Got A+ grade... 

	 
	


	July 2000:
	Kerala University, Trivandrum, India
Bachelor's degree in Commerce Got A+ grade.(B.Com) 




	
	

	Notice Period to Work:
	Imediately

	Last Monthly Salary:
	AED. 4,500




Skills        :  
Experience in MS Excel
Familiar with Microsoft word,  Power point and access.  
         
Typing  speed of 40 wpm.

Knowledgeable in Microsoft Applications, ERP,SAP accounting/ payroll software


Languages       :    English, Malayalam, Hindi
	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




