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Career Objective Profile

A suitable position as Admin / Finance Executive with a reputed organization where I can utilize my education and experience for the optimum growth of the organization as well as personal career growth.

Profile

· 3 years of experience in handling in admin, finance & accounting responsibilities in UK.

· Professionally qualified with a Post Graduate Degree in finance from an internationally reputed university in UK.

· Also hold a Bachelor of Commerce (B.Com.).

· Proficient in MS Office Applications. 

· Possess excellent analytical, management, administration & problem solving skills.

· Possess demonstrated ability to work effectively and congenially with employees at diverse levels.

· Strongly commercial with excellent communication and influencing skills.

Employment History

Ltd, LONDON, U.K
                                                 Apr 2011 - Jun 2012 

Admin/ Finance Executive:

· Coordinate & oversee the financing, funding and reporting activities.

· Report to Finance Manager by preparing monthly financial performance statements.

· Ensure accuracy of information contained in financial reports & their compliance with statutory requirements.

· Manage the day to day financial transactions of the company.

· Maintain book of accounts in a computerized environment.
· Control petty cash; prepare render accounts of individuals & departments.
· Provide timely & accurate Financial Information to the management
· Updating Prepayments
· Calculate and pass Provisions for the month

· Prepare monthly Cash flow Statement

· Prepare Payment voucher, Journal voucher, credit voucher, debit voucher.

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

· To maintain and reconcile the Direct Debit mandates.

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

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

· Prepare cheques for payment.

· To ensure that all post is sent daily. 
· Excel in the use of computer accounting principles and use them often.
· Duties as assigned as well.

J SAINSBURY’S PLC, LONDON, U.K

                                    Jan 2009 - Mar2011

Customer service assistance

 Duties and Responsibilities:
· In charge of check out assistance 
· Stock replenishment
· Dealing with the query related to the products
· Giving refund as per the terms and conditions of the company

· General Merchandise
Education

UNIVERSITY OF WALES INSTITUTE CARDIFF London, UK
                  2009-2011

Post Graduate, MBA in FINANCE





Calicut University, Kerala, India


     
       

      2004-2008

Bachelors of Commerce, Finance

Govt: Model H S School, Kerala, India


          
       
      2002-2004

Senior Secondary Schooling

Personal Data

Nationality


:
Indian

Date of Birth


:
30th May 1987

Languages Spoken

:
English, Hindi, Malayalam & Tamil

Marital Status


:
Single
Visa Status 


:
Visit Visa









