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                          JYOTHI
 Email: jyothi.357034@2freemail.com 

Personal Summary:

To Work for an Organization where I can utilize my knowledge and skills to analyze problem from personal and team efforts to find workable solution and apply thoughts for Organization’s development and professional growth. 
Work Experience:

Accountant Cum Sales Coordinator with Silks N More FZCO, Dubai - UAE January 2016 to February 2017
Job Summary:
Providing support to the finance & sales department by managing daily accounting tasks and complete responsibilities of handling sales order and walk in customer service.
Responsibilities:
· Handling Petty cash
· Update accounts receivables and issue invoices and dealing with insolvency cases.
· Update accounts payable and perform reconciliations
· Assist with preparation of audit sampling package for external & internal audits support other team members as necessary
· Assist senior accountant in the preparation of monthly and yearly reports.
· Posting and processing journal entries to ensure all business transactions are recorded.
· Prepare and submit daily sales & accounts related reports.
· Handling the processing of quotation, sales orders, invoices and delivery.
· Handling the processing of new purchase orders
· Respond quickly and effectively by all in-coming sales enquiries by telephone, fax and email, preparing brochures as required
· Handling customer complaints and solving the problems.
· Coordinate sales team by managing schedules, filing important documents and communicating relevant information
Worked as Admin cum Receptionist with Alex Textiles, Udupi- India Dec 2013 – Aug 2015
Responsibilities:
· Greet visitors/clients/suppliers to the organization, in person or on the telephone, answering or referring inquiries.
· Direct phone enquiries to the appropriate staff members.

· Work in conjunction with the external sales team.
· Coordinate and assist customers in meeting their merchandise requirements.
· Develop and maintain a filing system.
· Prepare inventory reports by collecting and analyzing information.

· Provide general administrative and clerical support including mailing, scanning, faxing and photocopying.

· Coordinate the maintenance of office equipments.
· Maintain electronic and hard copy filing system.

· Schedule and coordinate meeting, appointments for staff members.

· Assigning email sales inquiries from suppliers or clients.

· Follow up on purchase order with the customers. And updating the local purchase order, invoicing in the system.

· Preparing weekly reports to the management.

· Handle Complaints, provide appropriate solutions and alternatives within the time limits and follow up to ensure resolution.

Education:

· Master of Commerce from KSOU, India
· Bachelor Degree of Commerce from Mangalore University
Computer Literacy:

Software packages: MS Office
Accounting packages: Tally ERP 9, Tally 9.0
Personal Information:

Sex
: Female
Date of Birth
: 20/04/1993 Nationality
: Indian Marital Status   : Single
Hobbies
: Stitching, Part time Beautician, Crafts, Watching movies. 
Visa
: Tourist visa
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