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Date of Birth
: 29th Aug1976

Nationality
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Marital Status : Married
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: Female
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Visa Status
:
Husband
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Career Objective

To associate with progressive organization that gives me scope to update my knowledge and skills according to latest trends and be a part of team that dynamically works towards the growth of organization and gains satisfaction.

My Immediate Search

Seeking a challenging position in the field of Accounts and Finance Management

My Core Strength

· Having good Experience in Accounts and Finance Management.
· Self-motivated and hard working with a high level of integrity to meet deadlines
· Willing to learn new skills and ability to learn any s/w Programme in Short time.
· Enthusiastic and committed to all types of work initiatives.
· Ability to adapt to a fast changing work environment.
· Good Computer Knowledge.
· Experience of Computerized and manual accounting.
Professional Experience

	Period
	
	: April 2007 to November 2008

	
	
	

	Position
	: Account Excecutive

	Company
	: Bhatia Brothers LLC, Dubai


A General Trading company based in Dubai, having its branches in Middle East, UK and India.

	Period
	
	:
	August 2006 - March 2007

	
	
	
	

	Position
	:
	Accountant

	Company
	:
	Aspen Creation. Dubai


It is a group company having five companies merged together. A major Interior Decoration company

	Period
	
	:  Sept 2004 – July 2006

	
	
	
	Senior Accountant

	Position
	:
	

	Company
	:
	Redington India Ltd. Mumbai,India


It is a multinational Company providing Hardware Service support for HP, IBM, SAMSUNG, DELL, BENQ, and MOTOROLA.

Page
1

	Period
	
	:  April 2002 – August 2004

	
	
	
	Senior Accountant

	Position
	:
	

	Company
	:
	Supra IT Solutions. Mumbai, India


This Company is an Authorized Support Partner to Hewlett Packard (I) Ltd for western region having its branches at Pune, Nashik, Aurangabad, Ahmedabad, Baroda and Vapi.


	Period
	
	:
	January 2000 - March 2002

	
	
	
	

	Position
	:
	Account Assistant

	Company
	:
	Relaince Plastics. Mumbai, India


It is a general trading company

Responsibilities


Managing & controlling accounting functions.

Preparing monthly financial statement & Accounts Finalization.

Liaising with Auditors and preparing Audit schedules and providing data Regular General Ledger review,

Review of Stock report and stock ageing report and set reorder levels. Controlling Accounts Receivables and Payables

Assisting and advising the sales department in preparing costing and quotations. Monitoring the jobs done by subordinates.

Preparation of Cash flow.

Monitoring the Asset Management.

Collection of Dividend, bonus shares and coordinating with DFM & ADSM Branch account reconciliation and follow ups

Preparing all types of Correspondence

Preparation of Expenses and Income Budget

Market Analysis for the Investment and Property Investments and preparing the statements with yield calculations.

Staff & worker payroll. Job includes accumulation of data, checking, processing and disbursement.

Filing and Recording of relevant documents

Raising Invoices , Quotations and recording of Supplier Invoices Handling of Medical Insurance for the staff

Account Opening in local and overseas Bank

Regularly monitoring the payment made through LC/ Transfer /Advice Bank reconciliation and regular monitoring of fund flow.

Submission of Investment Statements as per the Report Submission date. Petty Cash and other day to day job
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	Qualification
	

	
	
	
	
	

	
	Educational Qualification
	: Bachelor of Commerce

	
	Professional Qualification
	: Diploma in Computer Application

	
	
	
	

	
	Computer Skills
	

	
	
	
	
	


Office Package
: Ms - Office (word, excel, PowerPoint & Outlook express)

Accounts Related : Tally, PACT, Focus and FoxPro Declaration


I hereby solemnly affirm that all details provided above are true to the best of my knowledge and that all the time, I shall carry myself in a manner that lends dignity to the organization and worthy enough of the person.
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