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Dubai,U.A.E.                                                    

CAREER OBJECTIVE:

To excel in a suitable position by applying my knowledge and experience and strive towards fulfilling the responsibilities assigned to me. I assure you that I will do my best to uphold your quality standards, policies and procedures.    I am a masters degree holder in commerce from Nagpur university and with a total 7 years experience.(3 years gulf experience)     
SKILLS & ABILITY                                                                                                 
· Reconciliation 

· Data Entry 

· Good Communication Skills.
· Confident in doing the task related to accounts allotted by superiors

· MS Office 
PROFESSIONAL EXPERIENCE:

NATIONAL FLOOR MILLS

Data Executive – Accounts

Reporting directly to Finance Manager

(Worked for Two Years.)
Duties and Responsibilities

· Bank Reconciliation of all Banks (6 banks).

· Intercompany reconciliations.

· Bank receipts.

· Cheque collecting from customers as per the credit period and doing payment to 
the creditors on time.

· Sending Statement to Debtor on time.

· Data entry work under computerized Oracle application software.

· Invoice preparation.

BIN HENDI GROUP OF COMPANIES

DUBAI, U.A.E.

Account Assistant.

Reporting to Finance Manager – Accounts.

Worked for One year.

Duties and Responsibilities:
· Invoices
· Bank receipts and payments
· Goods receipt note
· Payment follow up
· Interacting with sales persons and with warehouse regarding stocks.
· Making payment after Checking vendors invoices
CITADEL FINE PHARMACEUTICALS PVT.LTD.,

DIVISIONAL OFFICE

PUNE, INDIA.

Office cum Accounts Assistant.

Reported to Divisional Sales Manager

Worked for Four years

Duties and Responsibilities:

· Interacting with Medical reps, sending them memo for not attaining the target &   
not attending monthly meetings.
· Maintaining their leave records.
· Purchase Invoices
· Bank receipts and payments
· Preparing monthly statements.
· Petty cash 
· Sending the tallied accounts statements to the Finance Manager, Head Office. 
Chennai, India.
· Interacting with Warehouse regarding orders and stocks.
BHARATIYA VIDYA BHAVAN
KANJANY,KERALA,INDIA

English Teacher.

Worked for Two Years.

EDUCATIONAL QUALIFICATION

· Masters of Commerce – M.Com

From Nagpur University –Nagpur, India.

· Bachelor of Commerce – B.Com

From L.A.D College – Nagpur, India.

· Secondary School Leaving Certificate – SSLC.

 From St. Joseph’s Convent – Nagpur,India.

COMPUTER SKILLS

· One year Diploma in Systems Management from N.I.I.T Nagpur.
· MS Word, MS Excel.

TYPING

English Typing : Passed Typing 30 w.p.m from Nagpur

                               Working experience in Electronic Typing.
LANGUAGES  KNOWN
English
:
Read, Write & Speak.
Hindi

:
Read, Write & Speak.
Malayalam
:
Mother Tongue.

Tamil

:
Speak.
PERSONAL DETAILS :
Date of Birth
:
6th December 1973.

Place of Birth
:
Chennai, India.

Nationality

:
Indian.

Sex


:
Female.
Marital Status
:
Married.
