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CAREER OBJECTIVE
Seeking a position as Account /Audit Assistant with a reputed organization where I can positively contribute with my skills and experience along with significant learning opportunities to enhance my skill set further.
PROFILE
· 3+ years of experience in Audit in UAE & India.

· Currently pursuing CA - Intermediate (Integrated Professional Competence) Course.
· Well versed in computer accounting environment & MS Office applications.
· Preparation of Consolidated Financial Statements.
· Have experience in conducting internal & external auditing for several reputed companies in UAE & India.
· Possess excellent analytical, management, administration & problem solving skills.
· Excellent accountancy knowledge, reporting and communication skills

· Excellent analytical and reconciliation skills.

            WORK HISTORY
        1.   Accounts Assistant – Leading Company, Dubai, UAE (September 2012 – April 2013)                
              
Job Profile: 
· Oversee the accounting, financing, investing, funding, and reporting activities.

· Verify monthly financial performance statements
· Monitor the whole range of Accounts Payable, Receivable.
· Control petty cash.
· Manage the Invoice generation Operation & Credit Control.

· Ensure reconciliation of all sub ledgers & general ledger is performed on regular basis.

· Ensure General Ledger entries are accurate and are in line with Company Procedures.
· Finalize Trial Balance with supporting schedules.

· Ensure effective fixed assets & inventory control is applied.

· Check Monthly Bank Reconciliation Statements of all bank accounts maintained; resolve any differences in a timely manner.
· Pass Periodical adjustment Journal Entries monthly & Calculating Depreciation for each month

· Updating Prepayments.
· Calculate and pass Provisions for the month.
· Monthly Staff Cost Calculations (payroll, provision for leave salary).
· Prepare Payment voucher, Journal voucher, credit voucher, debit voucher.
· Monthly preparation of reconciliation statements (bank rec, debtors and creditors).
· Follow up with sales department for collection of past due invoices.
2. Audit Assistant – MCA Management Consultants, Dubai, UAE (July 2010 to October 2011)
Job Profile: (For different reputed companies in UAE)
· Preparation of Financial Statements (Balance Sheet, Profit & Loss, Cash Flow and related statements and notes).
· Preparation of audit reports.
· Monthly preparation of reconciliation statements (bank rec, debtors and creditors).
· Maintain Property Plant & Equipment Movement Schedule on a monthly basis.
· Calculate and pass Provisions for the month.
· Examination and cross checking of Accounting Data.
Companies Audited: 






Nature of Business:
· Fusion Interior Design LLC, Ras Al Khaimah, UAE

Designing And Executing Interior 








Decoration Projects


· Freedom Building Material Trading Co. LLC, Dubai, UAE
Building Material Hardware Items

· Taleb Building Materials Trading Co. LLC, Dubai, UAE

Building And Construction Materials

· Micro Group, Dubai, UAE




Dealers In Electronics Such As Gadgets,

(Micro City, Micro Digital, Micro Leather)


Mobile Phones, Cameras, Lens & Games









Accessories and Extraordinary Leather








Products




Costing Assignment:
· Global Pharma, Dubai Investment Park, UAE


Pharmaceutical
3. Audit Assistant –  CA. Dinesh K Kumar, Kannur, Kerala (March 2008 to June 2010)
Job Profile: (For different reputed companies in India)
· Preparation of Financial Statements (Balance Sheet, Profit & Loss, Cash Flow and related statements and notes).
· Preparation of audit reports.
· Monthly preparation of reconciliation statements (bank rec, debtors and creditors).

· Computation of total income, preparation of income tax for individuals, firms, company.

· Finalize Trial Balance with supporting schedules.

· Ensure effective fixed assets & inventory control is applied.
Additional Job profile:

· Filing of TDS (Tax Deducted at Source)
· Processing of Digital Signature

· Filling PAN, TAN application forms
· Providing accurate customer service assistance and Maintain various documents required for TDS, digital signature PAN etc. 

COMPUTER SKILLS
· Microsoft Office (Word, Excel, Power point, Outlook)  ;
· Accounting Package – Tally

· Information Technology training from The Southern India Regional Council of ICAI, Coimbatore (2009)
PROFESSIONAL QUALIFICATION
Pursuing - CA Intermediate (Integrated Professional Competence) Course  
Institute of Chartered Accountants of India
Common Proficiency Test (2008)

Institute of Chartered Accountants of India
Bachelors in Commerce
Calicut University
2007
CERTIFICATION COURSES
1. Logistics & Supply Chain Management
· General information on Logistics, Bill of Lading, Incoterms, Containers used for store and transport products
· Letter of Credit
· Documents required for Import and Export for different mode of transportation
2. Human Resource Management
· General information on Job Analysis, Recruitment, selection and training, Performance appraisal, job evaluation, promotion, transfers and demotion
Personal Profile

Date of Birth     
:
19 April, 1986

Sex


:
Female

Religion

:
Hindu
Nationality

:
Indian


Marital status 

:
Married
Visa Status

:
Husband’s Visa
Driving License

:
United Arab Emirates

Driving License Issue
:
17 April 2013 
Language Known
:
English, Hindi & Malayalam
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