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CURRICULUM VITAE
Gulfjobseeker.com CV No: 1481994
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

http://www.gulfjobseeker.com/feedback/contactjs.php
Address: Dubai, UAE

Career objective:
A position in a result-oriented Organization that seeks an ambitious and career-conscious person where acquired skills and education will be utilized towards continued growth and advancement.
Professional experience:
	Organization
	Designation
	Duration
	

	
	
	
	
	

	Bin Khalief Trading LLC
	General Accountant
	Sep 2008
	– Dec 2010
	

	(UAE, Dubai )
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Malabar Diabetic Hospital
	Accountant \ Front office
	
	
	

	( Kerala, Calicut)
	Assistant
	Feb 2007
	– Feb 2008
	

	
	
	
	
	


Professional summary:
· 3 Years of Accounting experience 
· Extensively worked in the areas of Accounting 
· Excellent Team Player 
Strengths \ Skills:
· Good Communication & Interpersonal Skills 
· High level of commitment 
· Able to work under pressure 
· Creativity 
· Customer handling 
· Time management 
· Customer orientation 
· Team motivation 
· Flexibility 
Job description in Bin Khalief Trading LLC (UAE, Dubai)
· Monitoring customer’s account details for non-payments, delayed payments and other irregularities. 
· Preparing and dispatching the original invoices to the customers within timely manner. 
· Providing all cash receipts to the Cashier with supporting documents 
· Posting the inward payments followed by crediting to the individual accounts respectively. 
· Recording cash transfers, credit card and cheques transactions in General Ledger on daily basis. 
· Preparing summary of the ageing report on weekly basis. 
· Reconciling transactions record to comply with financial policies and procedures 
· Maintaining filing system of paid invoices for future references. 
· Monitoring and recording  company expenses 
· Preparing annual company accounts and reports 
Job description in Malabar Diabetic Hospital (Kerala, Calicut)
· Preparing payment report 
· Checking cash balances outgoing and incoming 
· Preparing balance Sheet 
· Preparing Journal vouchers 
· Preparing petty cash receipts 
· Data Entry 
Computer knowledge of operating systems:
	
	Course
	
	
	
	Board
	

	
	
	
	
	
	
	

	
	Windows
	
	
	
	JU Computer Center Bangalore

	
	
	
	
	
	
	

	
	MS office
	
	
	
	JU Computer Center Bangalore

	
	
	
	
	
	
	
	

	
	Tally
	
	
	
	G-Tec, Calicut
	

	
	
	
	
	
	

	
	English type writing
	
	Vinayaka institute Mandya

	
	
	
	
	
	
	

	
	Educational qualification:
	
	
	
	

	
	
	
	
	
	
	
	

	
	Course
	
	
	
	University/Board
	
	Year

	
	
	
	
	
	
	

	
	SSLC
	
	
	Carmel convent Mysore university
	
	2000

	
	
	
	
	
	
	
	

	
	12th
	
	
	
	PES college Mysore university
	
	2000-2002

	
	
	
	
	
	
	
	

	
	B.Com
	
	
	
	PES college Mysore university
	
	2002-2005

	
	
	
	
	
	
	
	

	
	Personal profile:
	
	
	
	
	
	

	
	Date of Birth
	: 21-10-1983
	
	
	
	

	
	Sex
	: Female
	
	
	
	

	
	Visa status
	: Husband Visa (Resident Visa)
	

	
	Marital
	: Married
	
	
	
	

	
	Nationality
	: Indian
	
	
	
	

	
	Language known
	: English, Hindi, Kannada, Malayalam & Urdu,
	

	
	Software known
	: MS Office, Tally
	


Thanks,
