CV NO: 721152

Whatsapp Mobile: +971504753686 Phone +97143970978 E-mail: gulfjobseeker@gmail.com 

[image: image2.jpg]


[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!




Curriculum Vitae                             
ROOPA VATHI                                                                                                                                                                                              

OBJECTIVE:
Intend to build a career with leading corporate environment with committed and dedicated people, which will help me to explore myself fully and realize my potential. Willing to work as a key player in a challenging and creative environment.  
KEY SKILLS:
Technical:
MS Office & Web Application
Tally 4.5, 6.3, 7.2 & 9 and Quick Books  
Type Writing (Tamil & English): Higher                                             

Managerial:
Supervision & Team Building

Cost Containment & Budgeting 

Training & Instruction

EXPERIENCE SUMMARY:
Total Experience: 15 Years (In India -12 years & Dubai- 3 Years)
	Sl.No.
	Organization
	Designation
	Period From and To

	01
	Elbex Couriers PVT LTD. – (Corporate Office)
	Sr.Accountant
	Apr’2012 To Nov’2015

	02
	White Ribbon Gifts Fze

(Part of AL-FAHIM GROUP-DUBAI)
	Accountant
	May’2011 To Nov'’2011

	03
	Pomec Technical Works LLC-DUBAI)
	Accountant
	Nov’2009 To April’2011

	04
	Spark Ind Plast
	Accountant
	Jan’2006   To  Apr’2009

	05
	Space Makers Roofing Systems (I)  Pvt,Ltd.
	Accounts Head
	May’2002  To  June’2005

	06
	Salzer Electronics Ltd
	Accounts Assistant
	Sep’1994  To  Dec’1997


RESPONSIBILITIES HANDLED:
· Reported to Managing Director and General Manager
· Responsible for day-to-day accounting operations and Vouchers & journal entries.
· Responsible for accounts Receivable & Payable.
· Performed account analysis.  
· Compiled information for focus reports using Excel
· Open and closed master general ledger for revenue and expense accounts.    

· Coordinating With Cash Department and Petty cash Handling.
· Handle Deposits & Payments and Bank Transaction Works.
· Monitored company’s cash flow
· Generated LPO and invoices
· Preparation of Bank Reconciliation Statement and Parties reconciliation statement.
· Responsible for Payroll processing and Salary Distribution.
· Prepared and maintained Creditors & Debtors List

· Responsible for preparing the financial statements and recorded entries (Weekly, Monthly, Yearly)

· Payment Follow up and Cheque Issue to Parties
· Prepare and Maintain the Stock records, 

· Submit the weekly,monthly and yearly Stock Reports.

· Maintaining & Control the Branch Accounts

· Preparation of MIS Report. 

· Responsible for filing Sales Tax

· Responsible for ESI and PF 
ACADEMIC DETAILS:
· Pursuing M.Com (Commerce) from Madurai Kamaraj
· Completed B.Com (Commerce) from Madurai Kamaraj
PERSONAL DETAILS:
Date of Birth

: 
02-04-1973
Sex                              : 
Female
Nationality

: 
Indian 
Visa Status                   :          Visit Visa
Language Known          :          English, Malayalam, Tamil & Hindi        
