Gulfjobseeker.com CV No: 1478172
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

        http://www.gulfjobseeker.com/feedback/contactjs.php
Career Objective:
To get a competitive scenario of industry, where I can explore my talents for the growth of the Organization as well as my career.
Core Competencies :
	MIS Reporting
	Bank and Inter-branch-Reconciliation    Documentation
	Audit Process

	Cost Reduction
	Team Management
	Client Management
	Staff Training

	Qualification:
	
	
	

	Acadamical
	: B.Com, DPCS (1 year diploma in Computer Science)
	

	Technical
	:  SAP, Tally, MS Office
	
	

	Work Experience:
	18 years
	
	


Job Profile :
Worked as Team Leader with M/s.Tata AIA Life Insurance Co. at its regional office at Kottayam, Kerala., from June 2015 to Aug 2015.
Worked as Secretary to Chairman of M/s.Vashi Railway Station Commercial Complex Ltd., Navi Mumbai, Maharashtra, India., a company promoted by CIDCO Ltd from April 2013 to March 2015.
Main responsibilities were :
1.Getting consolidated MIS reports to Chairman and Directors, on dalily activities of all departments. Every Dept head was supposed to prepare daily reports and forward the same to Chief Estate Manager with a copy to Secretary to Chairman.
2.Being medium between the Management and staff. Getting approval on personal or official issues of staff.
3.Being medium between Chairman and Directors.
4.Responsible for getting appointment for meeting with Chairman of the company.
5.Responsible for arrangement of weekly meeting for staff performance review with Chairman and getting the minutes of such weekly meeting to all Directors.
6.Responsible for preparation of agenda points for monthly Board of Directors meeting and briefing points on happenings of that particular month to company secretary before the monthly BOD meeting.
7.Responsible for preparation of files with all relevant supporting documents for each agenda points and points for approval during monthly Board Meeting.
8.Supposed to get daily reports on performance of security guards, housekeeping team, maintenance team, complaints, etc., to Chairman. Had to go for rounding with all department incharge and Chief Estate Manager.
9.One of the authorities for approval of expenses, staff leave approval, recruitment.
10.Coordination for inviting tender, tender opening, etc for various services like security, housekeeping, lift maintenance, liftmen services, annual maintenance contract for various purposes.
11.Coordination for Annual General Meeting of the company, like preparation of AGM Report, getting printed the same, sending the same to shareholders before the 21 working days of AGM to be held, etc.
12.Coordination for conducting training for staff and contract labourers.
13.Coordination for recruitment of staff. Used to do first level of scanning along with Chief Estate Manager and respective Departmental Head.
Worked as Accounts Incharge for M/s.Vashi Railway Station Commercial Complex Ltd, Navi Mumbai, Maharashtra, India., promoted by CIDCO Ltd.from April 2011 to March 2013
Incharge for Accounts Department.
1.Introduced a reporting system for daily reporting to Management, covering all aspects with respect to the business of the company, so that at any point of time, company will have proper records on happenings.
2.Responsible for dues follow up. Could made fixed deposit of Rs.2 Crores, purely by dues collection through continues and strict follow up even with Govt. Authorities like Income Tax Dept, Railways, CIDCO, etc., in a time span of 4 years.
3.Responsible for statutory payments like service tax, TDS, Income Tax etc. 4.Daily and monthly MIS reports to Management.
5.interaction and coordination with mobile companies like Reliance, Vodafone, Airtel, Microqual etc for executing / renewing agreement between the company and them towards rent for having BTS, IBS, WiFi, etc telecommunication equipments on the terrace of the complex.
6.Interaction and coordination with Legal Advisors, Company Secretary, Consultants and Auditors.
7.Coordination with Management for issuance of NOC for mortgaging / selling of the premises in the commercial complex. Had to prepare individual files with relevant data for getting approval of higher authorities like legal advisor and company secretary and to send for Board of Directors approval
8.Coordination for issue of Shares and Share Certificate with Company Secretary. 9.Coordination for internal auditing and statutory auditing.
10.Responsible for Statutory Auditing and finalisation of financial statements by coordination with Auditors.
Worked as Sr. Accounts Officer for M/s.Avenue Supermarts Pvt Ltd (DMart), in Mumbai, with 30 branches, having a turnover of Rs.200 Crores per month.(Worked as Accounts Officer at its Corporate Office at Powai, assisting GM-Finance) from Nov 2005 to March 2011
In charge of Accounts Dept. of its Panvel Branch with a turnover of Rs.7 Crores per month. Supervising day-to-day work of Accounts Team of 4 members, as follows :
1.Reconcilation of Cash Collected and depositing it with bank (handing over the same to the cash pick up agency) daily, from Sales.
2. Reconciliation of Credit Card Sale and follow up of its payments receipts and dues. 
3. Reconciliation of Sale against Gift Coupons and sending it for redemption to Corporate Office. 
4.Accoounting of Purchase of goods and processing payments to the vendors with in 48 hours of the receipt of goods, including factory and processing centres
5.Bank Reconciliation and monitoring bank transactions for Fund Transfer to HO, Corporate Office, Distribution Centres and Grocery Unit of ASPL.
6. Follow up of Customer Complaints with the banks of EDC machines, like double swipes, excess swipe, etc.
7.Reconciliation of goods inward register with GRN computerized, so that goods will not go to the shop without computerizing the same.
8.Payments of petty expenses, other operational expenses and 3rd Party Sales Counters.
9.Calculation and payment of salary to the staff and contract labour charges (including checking the attendance received from HR Dept., and getting approval from Branch Manager).
10.Statutory payments like PF, PT, etc
11.Taking care of accounting of its food counters named as Avenue Food Plaza P Ltd, in Tally. 12.Preparation of Profit & Loss A/c, MIS on monthly basis and other periodical reports. 13.Inter branch reconciliation on monthly basis.
14.Co-ordination with Internal and Statutory Auditors. 15.Debits (purchase returns) recovery from vendors.
16.Providing training to new staff for the new branches of the organization. 17.Helping in stocktaking
Worked as Accounts Executive at the Head Office of M/s.Thejo Engg Services P Ltd., Chennai, Tamil Nadu, India.,with 19 branches, 22 service centres and 3 factories in Chennai, from Feb 1998 to May 2005 and was responsible for :
1.Consolidation of accounts and preparation of Balance Sheet, Profit & Loss Account, MIS Reports and other periodic reports.
2.Preparation of agewise outstanding dues from Sundry Debtors and follow up to recover the same. 3.Monitoring Bank Status for the fund management.
4.Preparation of CMA and other financial documents for the bank purpose, with the help of the Financial Controller.
5.Inter branch reconciliation.
6.Payments to Directors, reconciliation of tour expenses, credit card expenses. 7.Co-ordination with Auditors.
Worked as Accounts Assistant with a Chartered Accountants firm in Delhi, India.
	Personal Profile:
	
	

	Date of Birth
	:
	18/04/1973

	Sex
	:
	Female

	Nationality
	:
	Indian

	Languages Known
	:
	English, Hindi, Malayalam, Tamil, Marathi.
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