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Visit Status      : Visit Visa
Marital Status
:
Single
DOB   

: 
05-09-90
Sex     

: 
Female

Religion 

:
Islam
Nationality
:
Indian

Computer Proficiency:

Windows,
MS Office, 

Tally 7.2, Tally 9 &
Knowledge of SAP ("Systems, Applications and Products in Data Processing")

	CAREER OBJECTIVE
“Apart from contributing to the processes and strategies which enhance standards of Working and learning, I feel that my greatest strengths are firstly my ability to Understand and meet the needs of the company, and clients. Secondly having a clear understanding of the importance of confidentiality, and thirdly being able to provide a stimulating, caring and consistent environment for work to learn and develop in.“

PROFESSIONAL SUMMARY
A team player with excellent communication skills seeking to work in an innovative development environment where I can use my skills and experience for the growth of the organization and self. Having an enthusiastic attitude and working hard to ensure good practice is demonstrated across all areas.
DETAILS OF PROFESSIONAL EXPERIENCE
1. Position
:
Assistant Accountant

Organization
:
Leading Company

Location
:
Verna, Goa

Duration
:
Nov 2011 to Oct 2013.

· Organization profile


Now, the ISO 9001: 2008 certified Goa unit designs, manufactures and markets ‘form, fill and seal machines’ for flexible pouch packing, flow wrap machines for pillow packed candy applications and liquid pharmaceuticals products. The two business units of food confectioneries and pharmaceutical machines form the core of Leading Company in India. 
· Job profile 

· Accounting of Receipts (NEFTs / Cheque), & deposit in the bank.

· Reconciliation of Customer Accounts.

· Knock off the receipts in receivables.

· Preparation of Customer Outstanding & Tracking/ Update form C received.

· Receivables report & “C” Form every 15 days.

· Co-ordination with Banks for receipt, statements related queries.



	Languages Known:

English, Hindi, Urdu, Konkani.
Driving Licence:

Indian.
Other Interests:

Books, Net surfing and Music.

	· Weekly review meetings for Accounts Receivables.

· Coordination with sales & After Sales Team for Receivables.

· Maintaining sales invoices.

· Accounting of TDS Certificates.

· Attending & resolving customer queries.

· Setting the credit limit for customers in SAP.

· Monitoring Advance payment from customers.

· Monitoring the credit deviation forms & credit limits set in SAP.

· Raising & accounting of Debit Notes.

· Customer creation in the SAP.

PERSONAL ATTRIBUTES
· Excellent communication skills.

· Proactive and able to use initiative when solving problems.

· Having a fast moving `can do` attitude.

· Greatly enjoy working in a competitive environment.

· A capacity for innovation.

· Confident and able to work on own initiative.

· Can communicate effectively both verbally and in writing.

EDUCATIONAL PROFILE
· M.E.S Higher Secondary School Zuarinagar, Vasco-da-Gama, Goa H.S.C.E Goa Board-Class: First Class (62%)
May 2008

· M.E.S College of Arts & Commerce
Zuarinagar, Vasco-da-Gama, Goa B.COMGoa University-Class: First Class (64%)      May 2011

REFERENCE
Will be provided upon request
DECLARATION 
 I hereby declare that the information furnished above is true to the best of my knowledge.



CV No: 1096116


Email: �HYPERLINK "mailto:cvdba15@gmail.com" ��cvdba15@gmail.com� 


Mobile: +971505905010 / +971504753686
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