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Jincy 
E-mail: jincy.378390@2freemail.com
Mobile: Whatsapp +971504753686 / +919979971283
Dubai, U.A.E

	     objective


To be a successful professional in Accounts by joining an organization in Dubai that can provide me opportunities to widen my skills to grow & expand with the organization.

	     profile:


· A dynamic Professional with internship and part time experience in Accounts with reputed companies in UAE
· Graduate in BA (Hons) Accounting and Finance at Middlesex University (UK), Dubai.
· Proficient in Sage 50 accounting (accredited by CIMA) software and Minitab & MS Office Applications.

· Can handle accounting & finance responsibilities confidently.
· Have good knowledge of accounting procedures, finance management, liaison with banks, develop & nurture client relations, & costing aspects.

· Strongly commercial with excellent people skills. 

· Can work under pressure & meet deadlines.


· A dedicated team player with excellent interpersonal skills.

· Ability to put in extra efforts when called for.

· Ability to work under minimal supervision and report to top management.

	     Work experience details:


Temporary Employment:

· Worked at TNT Express, Al Qusais branch as Duty Collections Agent on leave vacancy from 18th December 2016 to 2nd February 2017. Tasks include Cash Collection, Cash Declaration, maintain records of collections received from Customers, preparing debt, credit and necessary reports in Excel Spreadsheets and Updating Company Database.
Internship Experience:

· Worked at PKF, DIC branch as Accounting Intern from 17th June 2014 to 30th August 2014 on tasks based on:

Role & Responsibilities:

· Involvement in day-to-day accounting operations.

· Proper recording and filing of documents are maintained.

· Preparing month-end closing schedules and reconciliations.

· Assisting in monthly management reporting and analysis.

· Establishing, maintaining and improving control procedures.

· Provide financial analysis support and contribute to the strategy and management policies of the finance department. 

· Support team in period end closings 

· Ensure integrity of data through knowledge of key systems and data sources 

· Address auditor’s queries and close audit issues promptly 

· Preparation of reporting packs and any other reports required 

· Ensure timely and accurate processing of payments. 

· To follow up with authorized signatories to ensure timely approval of payments. 

· To ensure that supplier and other stakeholders were informed when payment is ready. 

· Handle full set of accounts including general ledger, journal, accounts payable & receivable, daily bank reconciliation etc.
Can Handle:

· Manage day to day operations of the accounts department.

· Manage accounts payable (bill payments, salaries, petty cash etc.) and receivable through cash / cheque / voucher in a timely manner.

· Prepare sales invoices & the upkeep of an accurate accounts filing system. 

· Inputting, matching, batching and coding of invoices. 

· Debtor and Creditor reconciliations. 

· Preparation and input of month end journal vouchers. 

· Preparation of various reports for senior managers. 

· Maintain fiscal files and records to document transactions

· Maintain and reconcile cash / financial accounts

· Maintain spreadsheets for monitoring and analyzing accounting data and prepare financial reports

· Prepare table of accounts, assign entries to proper accounts to ensure proper   accounting methods, principles and policies are being followed

· To enforce credit control

· Coordinate annual audits and provide recommendations for improving procedures and systems for initiating corrective actions

· Allocate cash to different departments / divisions and ensure that the direct staff complies with it

· Preparation of bi-weekly invoice and expense claim payment runs. 

· Assist in the preparation of monthly balance sheet account reconciliations.

· Inputting of supplier invoices and employee expense claims to the ledgers.

Voluntary Work:

· Taken part for the Induction and Registration day held in the month of January, 2015.

· Taken part for Breast Cancer Awareness and Marhaba week conducted by the University in 2014.

· Taken part for Christmas Program, International Day and Youth Festival in University in 2014.

· Taken part for Blood Donation Campaign in March 2014.

· Taken part for the Clean Up UAE Campaign in 2013.

	     professional and academic QUALIFICATIONS:


· Graduate in BA Hons Accounting and Finance at Middlesex University, Dubai. 

	KEY SKILLS and abilities:


· MS Office products - Excel, MS Word, Power point, Microsoft Outlook.
· Proficient in Sage 50 accounting software and Minitab.

	     personal data


Marital status

:      Single
Date of birth

:      20-04-1995
Nationality

:      Indian
Visa Status

:      Resident visa
Language Known
:      English, Malayalam and Arabic.
Driving License
:      Valid UAE Driving License[image: image1.png]
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