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	ANNAMMA 

	
	Dubai

	
	Mobile: Whatsapp +971504753686 / +919979971283

	
	Annamma.1800031@2freemail.com 

	
	

	Strength
	ACCOUNTANT

	
	

	OBJECTIVE
	Seeking a suitable position for substantial responsibility where my post and varied would be fully utilized career opportunity.



	Skills Summary
	· Highly proficient in accounting soft wares

· Proficient in Microsoft Excel; Microsoft Word, Microsoft power point ,Internet 

· Effective problem solver;

· “Can do” attitude; work very cooperatively with staff.

· Excellent working relationship with customers & vendors

· Additional skills include customer service, general office support.

Accountant with Archeive Clerck  Feb 2014 to Oct 2014
Speed Gulf Cargo L.L.C , Dubai

· Handling of petty cash book

· Book-keeping, ledger maintenance, accounts payables & receivables.

· Preparing for bank statements

· Preparing for invoice & packing list for customs

· Maintaining for profit & loss account for every month

· Preparing monthly reports for consignees & shippers

· Good communication with shippers & consignees

· Preparing for salary statements

· Preparing for chamber paper works.



	Experience
	

	
	Accountant                                      June 2010 to june 2013

   Saeed saif Décor L.L.C & Chetan Interior Decoration,Dubai
· Handling of petty cash book

· Book-keeping, ledger maintenance, accounts payables & receivables.

· Preparing for Quotation,LPO & Invoices

· Maintaining of all vendors & customers details

· Preparation and follow up of cheques, bills receivables after invoicing.

· Maintaining the reports of all customers & vendors.

· Manually post and reconcile checks; backup and assistance for A/P

· Process and distribute daily checks, review check requests

· Maintain monthly employee wages systems & updating of payroll systems

· Preparation of financial accounting statements.

· Preparing all the records in M-s Word & Excel& well knowledge in accounting software.(Tally & Quick Books )


	
	Chief Accountant                            November 2009 to April 2010 Royal Gulf Contracting Co L.L.C , Dubai


	
	· Maintaing daily accounts,checking data & payrolls

· Handling of petty cash book

· Preparation & follow up of cheques.bills receivables after invoicing

· Reconcile the bank statements

· Documentation of all the customers & bank

· Preparation of financial acconts


	
	Accountant clerk cum Cashier               Sept 2006 to Aug 2008 Muthoot Fincorp LTD ,India


	
	· handling of daily transactions in the bank

· documentation of all the customers ,bank ,depositors

· two way communication between customers & staff

· maintain ing perfect file records, ensuring important documents can be accessed quickly

· Maintain payroll operations including recording change in the pay components.

	
	

	CERTIFICATESCOMPLETED

	· Master of Commerce from Madras University -  2004 to 2006

· Bachelor of Commerce from Kerala University -  2001 to 2004

· Higher secondary from Board of exam Kerala - 1999 to 2001

· Advance Diploma in Computerized Financial Accounting (ADCFA)from Kerala Govt  (Tally, Peach Tree,Daceasy,Quickbooks,TATA-EXN soft ware’s)

· M-S office Tools like M-S Word, Excel & Power point.

	PERSONAL DETAILS
	

	
	Date of Birth       : 17-05-1984

Marital status     : Married

Nationality         : Indian

Visa Status         : Husband Visa

Languages         : English,Hindi,Malayalam & Tamil



	                  I hereby declare that the above details are true & correct to the best of my knowledge & belief

ANNAMMA 

DUBAI


