
OVERVIEW
· Hardworking, energetic, flexible individual 
· Works well under pressure with a positive attitude
· Adapts easily to change of environment and demanding work schedules
· Responding to managers e-mails/queries in a quick time
· Computer literate (MS Word, MS Power Point, MS Excel)
· Multilingual - English, Hindi, Tamil

· Team player

· Good communication skills

 EDUCATIONAL BACKGROUND

June 2003
Bachelor of Commerce – (66%)


Mumbai University

June 2000         Higher School Certificate – (62%)

South Indian Education Society College of Commerce and Economics                         Mumbai Board
OTHER TRAINING

January 2004
MS OFFICE- MS Word, MS Excel and MS Power Point
ICWAI Institute


WORK EXPERIENCE

ACCOUNTS/ADMIN ASSISTANT - AECOM MIDDLE EAST LTD, DUBAI, UAE

January 2007 – September 2015.
Basically the above company is an engineering consultant dealing in ROAD PROJECTS and BUILDING

PROJECTS.Our Company is a global company with big projects like AL RAHA BEACH DEVELOPMENT,

ZAYED UNIVERSITY,ABU DHABI AIRPORT EXPANSION,AL KHAIL ROAD PROJECTS IN DUBAI,DUBAI INDUTRIAL CITY,DUBAI FESTIVAL CITY etc.

My role in the above company is handling petty cash,handling A/P Vouchers,Project Accounting works like invoicing,billing etc i.e:- complete coverage of ACCOUNTS PAYABLE and ACCOUNTS RECEIVABLE works.

Involved in a lot of administration works relating to PRO’S,visas and others.
Reporting to the branch Accountant on the following issues:
· Assisted with accounts integration process
· Processing Timesheets to cut off dates

· Coordination with staff on missing timesheets
· Preparation of Purchase Orders for suppliers/Sub-consultants for various projects in Our accounting system(i.e:-Oracle) based on project managers requirements.

· Coding A/P Invoices
· Assisting in timely payment to vendors immediately
· Solving of suppliers/vendors problems in time

· Checking and coding petty cash vouchers
· Project Invoices preparation
· Involved in advising about collection details and related A/R details from the system to the collection department.

ACCOUNTS ASSISTANT - CANSULT LTD, DUBAI, UAE
December 2005 - December 2006

Reporting to the branch Accountant on the following issues:
· Processing Timesheets to cut off dates

· Coordination with staff on missing timesheets
· Coding A/P Invoices
· Checking and coding petty cash vouchers
· Cheque preparation
· Payroll Assistance and OT calculations



PERSONAL INFORMATION
Date of Birth:
21 August1981
Nationality: 
Indian
Status:

Single
Interests:
Music, Sport
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