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Jigna 

	Objective
	To seek a career in finance in a professional organization, where I am given an opportunity to match my professional experience and an objective to achieve excellence by performing work with utmost integrity and dedication while looking out for a Career growth with suitable financial emoluments.

	Summary
	Over 20 years of experience in Finance Department of different organizations.

Willingness and capacity to work in Finance department of company belonging to any industry.

Capacity to handle multiple tasks with appropriate prioritization

Effective communication skills. Capacity to work with the team.

	Personal Details


	Date of Birth :  November 5, 1970

Nationality     :  Indian

Religion         :  Hindu  

Civil Status    :  Married  (Two Children)

Visa Status    :   Husband’s Sponsorship

Languages Known  :  English, Hindi, Marathi & Gujarati



	Educational   Qualifications            


	Bachelor of Commerce: Major in Financial Accounting, passed in the year 1991- University of Bombay - India.

Master of Commerce (Part I): Major in Management, passed in the year - 1993 - University of Mumbai - India.                                           

	Professional   Qualifications                     


	FROM AUGUST 2011 to JULY 2017
Resnet Services DMCC
A Multinational, providing consultancy services in hotel management on how to increase revenue.

ResNet World provides Online Presence and E-Distribution services to partner hotels in the Middle East, Africa, Europe and Asia Pacific regions. 

Working as an Head of Accounts and Admin Department
With the help of an account assistant handling Accounts Receivable passionately. Of course all other routine as an Account In charge.
June 2009 – July 2011 – Worked with RAR paints as Receivable Manager 
Paints manufacturer, a complete range of Industrial, Decorative and Wood Paints 
Responsibilities:

Same as Cooper
FROM AUGUST 2007 TO MARCH 2009

Cooper Crouse Hinds LLC

A Multinational Company Manufacturer of electrical products that distribute and control electricity.

Responsibilities:                   
Worked as Receivable Supervisor
As a Receivable Supervisor, reporting to the Finance Controller, responsible for monitoring and controlling cash receipt, processing sales orders. Ensuring timely collection of debts via phone & letters. Sending statement of account, reporting about outstanding or overdue amount to sales and other concern dept. support & solve customers’ queries & issues and updating customers’ details. Liaising with factories in Europe and customer service department for issues and shipment status. Knowledge of letter of credit and Bank Guarantee. Have complete knowledge of all aspects of accounts.(worked on SAP)

FROM JUNE 2000 TO APRIL 2007 

Newmatic Trading Co.LLC, Dubai, U.A.E

Sole distributor of laundry equipment in middle east, such as Girbau, Milnor, Firbimatic, Also dealing with ADC, Ghidini, Hoffman, Fulton, Unipress, Cissell, Meese etc, Dealing in hotel maintenance products and chemicals, laundry detergent and chemicals, hotel aminities, hotel maintenance chemicals, etc., from PHS, Cleenol, Suquinsa, Delta, etc.(worked on Foxbased accounting package & Peachtree)

Worked as Receivable In charge & Assistant to Account Manager
Responsibilities:                   
As an accountant – Receivable In charge cum Credit Controller, reporting to the accounts manager, responsible for monitoring and controlling cash receipt, processing sales orders. Ensuring timely collection of debts via phone & letters. Sending statement of account, reporting about outstanding or overdue amount to sales and other concern dept. support & solve customers’ queries and updating customers’ details. Knowledge of letter of credit. Taken care of legal cases/follow up with Lawyers and support to them in required matter/providing necessary details. Keeping control on debit and credit notes to be issued to customer. Preparation for incentives and commission for sales staff. Have complete knowledge of all aspects of accounts.
JUNE 1997 TO  AUGUST 1998

Gulfax Group, Dubai, U.A.E.

Sole distributors of cleaning chemicals, hotel maintenance products, car care 

Products, handy fuel, home care products etc from Bissell’s, Colgate Palmolive, Candle Corporation, United Laboratories, State Chemicals, from U.S.A. & U.K.
Responsibilities:
As an accountant – carried out functions like raising sales Invoices, petty cash, bank reconciliation, posting of receipt and payment vouchers, keeping track of receivables. (worked on Foxbased Accounting package)

JUNE 1992 TO NOVEMBER 1996

Akrur Chemical Pvt.Ltd., Mumbai,India

Responsibilities:

As an accountant –Payable In charge cum Office Administrator

Job includes checking of suppliers’ Invoices with proper supporting like quotation, purchase order, Signed Copy of Delivery Notes etc, data entry of same in system, taking suppliers phone call, Reconciliation of their accounts, Monthly timely payments to them, cheque preparation,etc.
Checking discipline of office staff, time to time check their ID, stationery Records, take care of requirements of staffs, Expenses of Mini Petty Cash & their Statements. (worked on BSS )

	Other Qualifications
	Computer Literate and worked on Accounting Soft wares like Tally, Foxbase Accounting Software, Oracle in 2000, Focus and Peach Tree & SAP

Well versed with MS-Excel, MS-Word , MS-Outlook & Internet.

Holding valid U.A.E driving license. (Prefer In Door Jobs only)

	References
	Available on requests



	Language Ability
	English: 
Read, Write and Speak  - Good 

Hindi   : 
Read, Write and Speak  - Good 

Gujarati: 
Read, Write and Speak  - Good 

Marathi: 
Read, Write and Speak  - Good 


