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I am ambitious and optimistic with proven abilities in secretarial, administration, and accounting fields, having an all round exposure, thereby improving efficiency. I am able to prioritize the jobs very efficiently and effectively. Acquired organizational and other important office skills. Technically proficient in MS-Word, Excel and Oracle (ERP-11 & ERP-12). Successfully completes the job within the time.

 ACADEMIC BACKGROUND

· Graduated - Bachelor of commerce (B. com) with Distinction in 2004, from St.  Xavier’s College, Mapusa - Goa, India.

· 12th standard (H.S.S.C) with First class in 2001, from St. Xavier’s Higher Secondary, Mapusa-Goa, India.

· Passed 10th standard (S.S.C) with First class in 1999, from St. Mary’s Convent High School, Mapusa-Goa, India.
· Successfully completed the Lloyds Register Quality Assurance- Internal QMS Auditor Training course (based on ISO 9001:2008) in November 2010.
CHRONOLOGY OF EXPERIENCE

DMG Events- Dubai U.A.E
Credit Controller- 14th August 2011 to 14th September 2011 (Temporary position)
· Following up with clients for upcoming events/shows.

· Raising Invoices.

· Creating customers accounts.

· Recons.

· Arranging for cheque collections.

· Filing.
KGL- Ports International- Kuwait
Accountant- April 2010 till June 2011
· Handling Petty Cash.
· Entering Invoices/ payment vouchers.
· Preparing payments to suppliers.

· Preparing cheques.
· Preparing purchase orders.

· Preparing Ageing reports in excel.
· Assist in preparing financial reports.
· Assists in the monthly closing process.

· Reconciling supplier payments.

· Reconciling inter-company accounts. 

· Bank reconciliation

· Visa card reconciliation
· Drafting letters/transfer letters to Bank

· Advising actual payments breakdown for monthly cashflow.
· Assist Finance Manager/Senior Accountant for the preparation of Cash Flow Statements.
· Co-ordination for internal and external audits and liaise with auditors to facilitate the audit process.
· Assist auditors by providing required information and data as directed by supervisor. 
· Answer calls from (internal or external) customers such as suppliers, employees,  internal departments etc. and provide information or follow-up support for routine queries.
Sigma Enterprises Co. LLC- Dubai, U.A.E.
Asst. Accountant/Credit Controller- May, 2006 to October 2009.
· Responsible for collecting all receivables outstanding from our debtors by effectively managing a portfolio assigned to ensure that DSO is in line with the Company target.

· Investigate disputed claims, unallocated credits & long outstanding receivables.

· Ensure that customers strictly adhere to the credit terms prescribed which will assist the Team in reaching the target DSO. 

· Identify problems, recommend remedies and ensure timely follow up to resolve the problems & issues thus ensuring premium after sales customer service.

· Authenticate & control Credit Notes issuance so that the revenue does not get adversely affected unnecessarily.

· Ensuring aged debts are passed to collection agencies or legal action
· Follow up with customers for due payment and send statement of accounts. 

· To identify, action and resolve Customers queries in a timely and efficient manner.

· To determine credit worthiness and risk of current and potential new accounts.

· To ensure that each account is kept accurate and up to date and is in accordance with the Customers needs.

· Action any unapplied receipts by the end of the month in which it is received.
· Prepare cheque ready for collection report and reconciliation of accounts.

· Release orders, after due reference to the Customer account and other sources, in line with the company’s credit policy.

· Receipt/Entry of cheques from Salesman / FC.

· Receipt of cash and preparation of cash deposit slip.

· Reconciliation of cash sales account on daily basis.

· Prepare cheque deposit slip and banking of deposits when required.

· Enter and allocate cash sales receipts.

· Update daily cash sales.

· Update record including bounced cheques.

· Coordinate with Finance Coordinator.

· Annual sock take

· Assist with special projects as required.

Landmark Insurance- Goa India
Telemarketing Executive cum Secretary – August 2, 2005 to November 15, 2005

· Worked on Broker Magic Software.

· An advanced usage of windows 97 /2000 – word & excel in the day-to-day activities of the administration department.

· Responsible for implementing new targets and plans in sales and evaluate the operational performance.

· Assisting the sales executive in giving new leads.

· Regular follow up correspondence to the customers.

· Developing and maintaining records management system.

· Introduced and gained customer service level targets in high standard to improve the company focus on customer satisfaction.

· Responsible for maintaining customer’s database.

International Travel Bureau – (Travel Agents & Tour Operators in Goa, India.)
Administrative cum Accounts Assistant – October 2004 to May 2005
· Composing correspondence to Travel agents, Hotels and Tour Operators. 

· Maintaining Hotel and Tour records.

· Booking and reconfirming reservations with various Hotels through phone and email.

· Handling and solving all the queries from various clients.

· Regular follow up correspondence to the clients.

· Assisting guests and briefing them on various tours.

· Assigning duties to tour operators and guides.

· Reconfirming tickets with airlines.

· Data entry of all the transactions.

· Organizing for daily banking transactions.

· Processing various invoices like receipts vouchers, payment vouchers, cheques etc

· Issuing Creditors cheques.

· Petty cash management.

· Releasing of payments
· Preparing outstanding statements on daily basis.

· Secretarial support to the managers in the needs.

Languages Known:

Very good command of spoken & written English, Hindi and native language.

 INTERPERSONAL SKILLS

· Quick learner.

· Confident in dealing with people either face to face or on telephone.

· Excellent communication skills.

· Friendly personality

· Ability to adjust to change.

  PERSONAL DETAILS

Birth date



October 31, 1983

Nationality



Indian

Marital Status



Married
Religion



Roman Catholic

Visa Status



Husband’s visa
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