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jisna.222363@2freemail.com    



Ajman, UAE 
PERSONAL STATEMENT
I’m an experienced Accountant looking for a new opportunity within a large or small operation in UAE. 

I have previous experience in corporate accounting and Managing of Finance, HR and Purchase Depts.
I have Strong Communication skills in written and verbal.

I have remarkable mathematical, logical skills, Presentation skills. 
I am able to work under pressure.
TECHNICAL SKILLS
· Outlook
· Word
· Excel
· Tally 9.0
· Quick Book Pro.
· Dac Easy
· Peach Tree
· Ex-next generation
CERTIFICATES
· Tally Financial Accounting Program (TFAP)
· Diploma in Computerized Financial Accounting (DCA)
EDUCATION
· Mahatma Gandhi University, Kottayam, India
MBA  Finance & Human Resource Management
· EK Nayanar Memmorial Govt College, Kannur University, India 
B.com– Co-Operation – Accounting, Statistics, Auditing
· St,Thomas Higher Secondary School, Thomapuram, Kasaragod, India
Secondary School Commerce – Accounting, Statistics, Business Studies
· Varakkad Higher Secondary School, Kasaragod, Kerala, India

High School –Maths, English, Science, Social
EMPLOYMENT
· Financial accountant
Al Tasmeem Building Contracting LLC
Ajman, UAE.
05-2015 > at present
Achievements 
· Establishing and maintaining an effective system for analysing and reporting on operating and controlling financial situation monthly & weekly wise.

· I am dealing with a turnover of over AED 130 million per year
· I am preparing revenue forecasts and plans for Managers.
· I am responsible person for complete payables for suppliers & Subcontractors of the 14 Projects.
· I am controlling More 750 Workers & 35 Staffs in HR Dept. Managing the salary payment through WPS.
· I am coordinating with PRO for arranging of Visas & renewal.
· I am Controlling complete office administration & Email Communications
· I am working as representative in all banks and made control through online system.
· General Accountant cum Office Admin
Extol International LLC

Ajman, UAE.

10-2013 > 10-2014
Achievements

· Tally ERP09, post financial transactions, inventory data entry and filing.
· Preparation of Bank Reconciliation statements and resolve discrepancies
· Petty cash handling
· Invoicing, Receipt & Payment
· WPS salary 
· New and Renewal for employee Visa, Labour Card and other documents
· Filing and maintaining employee details and documents
· All office administrative duties like stationery purchasing, sending emails, deals with telephones, sending couriers, Insurance policy renewal, etc.
· Assisting Procurement department
· Accountant cum Customer Relation Executive
Angel Broking Ltd, Kannur, India
05-2010 > 03-2012

Achievements

· To look after all financial and accounting matters

· Preparation of  Bank Reconciliation Statement 

· Preparing of Voucher entry in manually and Systematically

· Receipt & payment 

· Dealing with Bank.

· Petty cash handling

· Establishing and maintaining new accounts for the customers.

· Performing trading for customers via phone.

· Providing the latest update of stock market to customers.

· Accepting customer checks and stock certificates.

· Following up on leads from potential customers.

· Educating customers as to the workings of the market.

· To call the inactive clients and convince them to trade

·  To solve the queries of the customer.

·  Maintaining regular relations with clients.
PERSONAL DETAILS
Languages Known:  English, Hindi, and Malayalam
Visa Status: Employment Visa (Possible to change in to Husband Visa
I hereby declare that above mentioned information as of today, are true to my best of knowledge. 
JISNA 

