
SUBRAMANI
ACCOUNTS – SALES - ADMIN


PROFILE SUMMARY


6 Months UAE Experience and total 8+ years of work experience with good knowledge of finance & accounting, customer service, sales coordination and business admin. Holding Bachelor Degree in Commerce and good computer skills in Tally and Excel with immediate availability to join new work opportunity on transferable visa in UAE. 


CORE COMPETENCIES


	  Management Accounts
	  Month end procedures
	  Query resolution

	  Budgeting & forecasting
	  Variance reporting
	  Reporting& management

	
	Tally & ERP
	
	MS Office , Excel
	
	Compliances & Policy

	
	Margin analysis
	
	Tax & Accounting
	
	Investigative



TIME LINE OF WORK EXPERIENCE
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 Assistant Accountant

DE MONTFORT University, Dubai, United Arab Emirates

April 2023 to Present

· Respond to the inbound calls
· Managed and maintained accurate financial records and accounts for multiple clients, ensuring compliance with regulatory guidelines of the university.
· Developed and maintained strong relationships with clients, addressing their inquiries and concerns promptly and professionally, ensuring high levels of customer satisfaction.
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 Supervisor

Fipola retail Indiapvt.ltd, India

December 2019 to October 2022

· professionally and furnish the customer with information on product and services or obtain details of the complaints/concerns
· Route concerns that require immediate/special attention to concerned departments
· Follow up to ensure necessary actions are taken to resolve the customer issues,
· Make daily report of all the stores and share to respective stores
· Check with e-commerce daily orders
· Manage the store and delivery product keep on track on the delivery.
· Handle the delivery boys and give them the feedback.
Junior Accountant

Energeia Life Sciences,

August 2016 to September 2019

· Maintains & Manage Customer requirement Manage Office, Billing, Factory Operation ,financial records for subsidiary companies by analyzing balance sheets and general ledger accounts.
· Reconciles general and subsidiary bank accounts by gathering and balancing information.
· Provides financial status information by preparing special reports completing special projects.
· Corrects errors by posting adjusting journal entries.
· Maintains general ledger accounts by reconciling accounts receivable detail and control accounts adjusting entries for amortizations prepaid analyzing and reconciling retainage and accounts payable ledgers preparing fixed asset depreciation and accruals.
· Secures financial information by completing database backups keeping information confidential.
· Maintains accounting controls by following policies and procedures complying with federal, state, and local financial legal requirements.
· Accomplishes accounting and organization mission by completing related results as needed.
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 Senior Consultant OMT

Flipkart.com

March 2014 to July 2016

· Joined in the team order management worked for 1year and Moved to RMT, Handling mails Customer requirement, Complain about the product & Service management,
· Handing the email of customer complain Email and giving the resolution.
· Train the new joiner about the process.
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 Customer Service Executive

Healthcare Magic

January 2013 to November 2013

· Handling calls, Train about the Product for New Joins, Semi - Voice Process, Manager gives internal work & Dealing with corporate clients for the health issue
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 Customer Service Officer

Mphasis an HP COMPANY

27 July 2007 to 09 May 2009

· Respond to the inbound calls professionally and furnish the customer with information on product and services or obtain details of the complaints/concerns
· Identify and assess customers’ needs to achieve maximum satisfaction
· Build trust and sustainable relationship with customers through interactive communication
· Record details of customer interactions, queries, complaints and comments/feedback
· Route concerns that require immediate/special attention to concerned departments
· Follow up to ensure necessary actions are taken to resolve the customer issues
EDUCATIONS


	
	Graduation
	:    Bachelor Degree in Commerce from Shobhit University, India

	
	Higher Secondary
	:
	2nd PUC TES university

	
	High School
	:
	Emmanuel Sugnana Jyothi High School, India



PERSONAL DETAILS


	
	Nationality
	:
	Indian

	
	Date of Birth
	:
	05/07/1987

	
	Marital Status
	:
	Single

	
	Languages
	 :  English, Hindi, Kannada & Tamil

	
	Email Contact
	:
	Subra-405641@2freemail.com 

	
	Visa status
	:
	Resident Visa



REFERENCE

Mr. Anup Bhatia, HR Manager 

FIMC Group of Companies

Dubai, United Arab Emirates

Mobile: 0504753686 

