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CAREER CONTOUR




· Have 8 years of experience in Accounts, Finance, Audit and Administration.

· A keen planner with functional experience in preparation of accounts, financial analysis & MIS.

· Excellent relationship management skills & abilities in liaising with the top management, Vendors & Government Authorities.

· Handling accounting activities including preparation of cash / bank books, Bank reconciliation, general ledger, trial balance and final accounts.

· Generating MIS for the senior management for decision making and control, viz., monthly financial Statements, Debtors /Creditors schedule analysis, Financial Statements Analysis.

· Generating Invoices, Debit notes, Credit notes, etc.
· Processing of Salaries for staffs & Labour wages.
· Follow up with the clients for documentation and payment collection.

· Preparing & filing of returns, challans & other related forms for companies, firms and individual under Income Tax, Service Tax Act and Sales tax. 

· Assisting in Internal or statutory audits with the coordination of other staff members and client.

· Ensuring maintenance of proper records as per the audit requirements.
,
EDUCATIONAL CREDENTIALS
	Course


	Institute


	Class



	ICMAI (Inter)


	Institute of Cost Accountants of India


	I Class



	B. Com.


	PSGR Krishnammal College for Women


	Distinction



	DCA


	LCC


	Distinction



	Typewriting


	Tamil Nadu State Examinations


	II Class



	Hindi Rashtrabasha


	Dakshin Bharat Hindi Prachar Sabha


	II Class



	Sanskrit Prarambh


	Bharathiya Vidya Bhavan


	III Class



	· Have undergone 6 months certificate course for Entrepreneurship Development.
· Have presented papers in the ICMAI seminars.

· Have undergone 15 days industrial training.
· Currently pursuing ICMAI Final.



PROFESSIONAL EXPERIENCE
	No.
	Company
	Place of Work
	Designation
	Period of Employment

	1.
	Reputed Firm in Dubai
	UAE
	Accounts Supervisor
	May ’08 – Jun ‘12

	2.
	Flextronics India Pvt. Ltd.
	Chennai, Tamil Nadu
	Senior Accounts Executive
	Jan ’07 – May ‘08

	3.
	Astron Document Management Pvt. Ltd.
	Chennai, Tamil Nadu
	Accounts Executive
	Nov ’05 – Jan ‘07

	4.
	Alagiriswamy & Co. (Chartered Accountants)
	Coimbatore, Tamil Nadu
	Office Staff
	Jul ’04 – Oct ‘05


DETAILED WORK EXPERIENCE
	Company


	Reputed Firm, UAE



· Assisting in Electrical & Gulf Projects Operating Company Board Meeting related matters.

· Assist in Secretarial, Accounts and presentation matters relating to L&T International FZE, L&T Realty FZE Board for Vice-President.

· Making presentations on a monthly basis for the review of directors.

· Assisting in preparation of reports to the Board of Directors under supervision of Vice-President.

· Cash handing or cash or bank related payments and receipts.

· Co-ordinate with Subsidiary & Associate Companies for getting MIS, accounts related info and preparation of final accounts.
· Compiling reports of S&A companies as and when required.

· Compiling the MIS report for L&T International FZE (monthly, periodic) and activity reports.

· Processing of Wages and Salaries for laborers and staffs.

· Handling Accounts, reports relating to L&T Realty. Reporting to L&T Powai regarding the same under Indian GAAP and IFRS.  MIS reports for the same on a daily basis.

· Consolidation of 25 subsidiary companies accounts under L&T International FZE.

· Documentation, license work with regard to Hamriyah Free Zone.

· Assisting on any other matters relating to finance or accounts area as and when required.

· Coordinating for Pathways FZE and accounts preparation under Indian GAAP and IFRS.  MIS reports for the same as well.

· Coordinating with Head Office and S&A companies for the accounts uploading in Hyperion software.
	Company


	Flextronics India Private Limited (KPO)




· Reporting Vendor Reconciliation Statements to higher authorities.

· Looking after unmatched receipts & debit balances, AP, SOX and MIS reports.

· Resolving mails and calls in case of queries with regard to reconciled statements.

· Identifying errors in invoices and reporting to the concerned persons and ensure that rectification has been done while performing reconciliation

· Handling mails and calls of vendors or suppliers regard to invoice details like process status, payment status, etc

· Resolving supplier queries within TAT.

· Reporting to higher authorities regarding the weekly tracker and summary status of the invoices in processing queue and in buyer’s queue.

· Visiting the factory on a regular basis to ensure that there is no back-log.
	Company


	Astron Document Management Private Limited (Financial BPO)




· Processing of debit or credit notes for all group of companies.

· Reviewing of invoices, Debit and Credit notes.

· Making the payment to the suppliers based on priority and according to due dates.

· Rectification work for wrong processing of invoices, debit and credit notes.

· Performing reconciliations and attending supplier calls.
	Company


	Alagiriswamy & Co. (Chartered Accountants) 




· To assist seniors in Internal and Statutory audit, vouching of P&L items and Verification of Balance Sheet items.
· To prepare schedules and sub-schedules, depreciation statement, financial statements and audit reports for the individuals, partnership firm and for the companies.
· Accounting Receipts & Payments of the Companies and Processing of Debit or Credit notes for all group of companies.

· Handling bank activities & Reviewing of invoices, Debit and Credit notes.
· To prepare SARAL forms and other forms.

· To prepare weekly planner and tracker on a weekly planner.

KEY STRENGTHS & OTHER SKILLS
· Team work and Dedication towards it.
· Good Speed on computers.

· Good communication skill & Convincing power.

· Leadership skill & Decision making.

· Initiative & Positive Approach
· Good knowledge in Finance & Accounts, and Administration.

· Proficient in MS Word, MS Excel and Microsoft Outlook.

· Have worked in ERP package Navision, Accounting Package Baan and Optika.

PERSONAL INFORMATION
	Date of Birth


	19th May 1984



	Sex / Marital Status


	Female / Married and one daughter



	Nationality 


	Indian 



	Known Languages


	English, Tamil, Kannada, Malayalam & Hindi.



	Time for Joining Employment


	Immediate




I hereby declare that all the particulars furnished above are true, complete and correct to my knowledge. 

Place
:  Sharjah, UAE.

Experience: 8 years in Finance & Accounting
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Core Competencies


Finance & Accounts


Auditing


Budgeting & Reporting


Presentations


Secretarial 


MIS Compilation


Process Improvement


Financial Statements


Salary Processing


Payables & Receivables


Team Building


Reconciliations


Cash/Bank handling


Documentation 


Resolving Queries


Office Administration


Leadership
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