[image: image1.png]


Resume


CV No: 869928
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑‑
OBJECTIVE:

             To be a member of a prestigious Organization who takes pride of its people, believing that they will make the difference, whilst giving opportunity to learn and utilize my skills and education and work towards the challenging advancement of both.

EDUCATIONAL QUALIFICATIONS

· Successfully completed S.S.C. from Goa Board in year 2002.

· Successfully completed H.S.S.C. from Goa Board in year 2004.

· Successfully completed B.Com from Goa University in year 2007.
ADDITIONAL QUALIFICATIONS

· Knowledgeable in software and applications for Internet, Ms Office - Word, Excel, PowerPoint, Tally 7.2

· Also having the knowledge of  IDS Fortune Xpress  V4.1 hotel software in Accounts, Accounts Receivable, Front Office, Point of Sales, Stores 
INDIVIDUAL STRENGTHS

· Dedicated, hardworking, positive attitude, excellent at managing multiple tasks simultaneously while ensuring quality of work.

· Good communication skills, with positive approach and emphasis on teamwork.

· Prepared to take challenges and done my responsibility as required.

· Self motivated and result oriented.

· Highly integrated and loyal.

WORK EXPERIENCE

Resort Calangute, Goa from 13th March 2008 till 31st December 2011
Assistant Accountant cum HR – Accounts Department

· Collecting & Reconciling of Front Office & Restaurant Cash & depositing same in the Bank.

· Verifying, Accounting & Auditing of Restaurant Bills & Front Office Bills.

· Accounting of Purchase, Expense & Charter Bills and maintaining the books of same.

· Preparing of Goods Receive Note (GRN), Raising Charter Bills.

· Verify calculations and input cods in to the Accounts system in an accurate manner.

· To deal with daily transactions for the petty cash and ensure that reconciliations are completed on daily basis.

· To ensure all filings is done in a timely and accurate manner.

· Prepare cheques for payment.

· Responsible for processing and maintenance of encumbrances (Fee for service contracts, lease agreements, rental agreements etc.)

· Responsible for managing year end cut off processes for Accounts Payable.

· Handling Employee Database (Both in Soft Form and Files Management)
· Joining formalities.
· Leaves and Attendance Management
· Handling the payroll
· Managing advance Salary, Ad Hoc Bonuses, Loans
· Full and Final Settlement
· Handling all the queries of the employees. Be it related to Salary, Leaves, Attendance, and Transfer etc.
· Worked on Property Management System (PMS) from IDS SOFTWARES in Accounts Receivable, Financial Accounting, and Materials Management.
· All additional Accounting general duties assigned.
PERSONAL PROFILE

Date of Birth                            
: 
11th March 1986.

Nationality                               
:  
Indian.

Religion



:
Roman Catholic.

Gender                                    
:  
Female. 

Marital Status                         
:  
Married.

Language Known                  
: 
English, Hindi, Konkani.

