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Blanchi Olivia D’souza
Email: blanchidsouza@gmail.com
Profile Summary:

MBA qualified professional with 6+ years outstanding work experience in UAE and India. Demonstrated strong competencies in general accounting, general ledgers, journals, invoices, maintenance of book of accounts, statement preparation and MIS reporting. Consistently  demonstrated ability in carrying out multiple tasks simultaneously, performing well under pressure, meeting tight deadlines, maintaining strict confidentiality of company records, coordinating with third parties and surpassing performance parameters. Service-oriented individual noted for reputation of unwavering accuracy and credibility to deliver high quality work with excellent communication, analytical, problem solving, organizational, coordination and interpersonal skills. Well versed in customized accounting software: Tally 6.3 & ERP 9
Strengths:

Gulf-experienced Professional 

 
General Accounting Expertise

MBA qualified in Finance 


 
Invoicing - Reconciliation

Fastidious with Keen Eye for Details
 
Adhere to Set Policies & Standards

Performance Driven Team Player 
Adept in using Accounting software

Career Snapshot:
Accounts Assistant (Temporary)

 
December 2014 to till date

Majed Huwair Trading Co. LLC, UAE

April 2012 – December 2012


Accounts Assistant




Feb 2013 - July 2014


Bahraja General Trading Co. LLC, UAE

Accounts Assistant (Part Time) 


 Nov 2009 – Jan 2012

Amin Services, India

Accounts / Sales Assistant



 Sep 2007 – Aug 2009
Toledo Trading company LLC, UAE

Areas of Expertise

As an Accounts Assistant:
· Preparation of Proforma Invoice for customers for collecting the advance payment and following up whether Cheques are received against Proforma  Invoices before delivery of materials.

· Preparation of computerized Delivery Note as well as Sales Invoices as per LPO’s and Proforma Invoices.

· Preparing the Sales Register in Excel.

· Preparing and sending statement of account to the customer.

· Following up for the payments with customers.

· Preparing LPO’s and posting purchase invoices.

· Arranging and sending the transfers to the international creditors.

· Preparing the cheques to the local creditors.

· Collecting the bank statements from the banks and Bank Reconciliation.

· Preparing cheques for cash withdrawals.

· Preparing the LC applications for the banks.

· Preparing the LC documents which has to be submitted to banks for receiving payment from the parties

· Arranging the documents for the bankers for the facilities.

· Posting entries in Tally such as Receipt(Cash/Bank), Payment(Cash/Bank), Journal, Contra, Credit Note, Debit Note, Sales Return.

· Reconciliation  and Aging of Sundry Debtors, Creditors and Stock.

· Preparing various vouchers such as Payment and Receipt.

· Preparing the Salary sheet of staff and  transferring the staff salary as per WPS.

· Making online payments of  Dewa and Etisalat.

· Handling Petty Cash and day to day expenses of Office and sales persons.

· Handling and ordering the stationery for office.

· Renewing the tenancy contracts, vehicle insurance, salik and staff visa.

· Day to day correspondence through email, telephone, fax and letters.

· Helping in Yearly Stock taking of materials and office equipments.

· Helping Accounts Manager to make preparation for final auditing.

· Helping Auditors in finalization of accounts.

As a Sales Assistant:

· Checking the availability of stock for the customers.

· Making quotations for the enquiries which has sent by the customers.

· Checking the stock as per the LPO.
· Preparing material movement report to stores for making the deliveries.

· Preparing Delivery Order and guiding ware house in charge about material to be delivered and location and time.

· Following up with ware house in charge about signed Delivery Order by customers.

· Following whether Sales Invoice prepared against Delivery Order.

· Following up whether  Sales Invoice signed by customer through Sales Persons.

· Preparation of various MIS reports regarding inventory as per requirement.
Qualifications:

Master of Business Administration - Finance
Sikkim Manipal University, India 2012

Bachelor of Commerce

Mangalore University, India 2004

Diploma in Information Technology
Personal Details:
Nationality


:
Indian

Date of Birth
:
21-9-1983

Sex 



:
Female
Marital Status


:
Married

Religion


:
Roman Catholic

Languages Known

:
English, Hindi, Konkani, Kannada and Tulu.
Visa Status


:
Husband visa

