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	Qualified professional with over of extensive experience in accounting, administration, data entry and client relations within diversified industries. Demonstrated competency in conducting trainings, providing administrative support, handling multiple tasks, fulfilling organizational objectives and dealing with multicultural personnel. Proactive, well-organized and innovative team leader with excellent communication, interpersonal, analytical, problem solving, decision making, time management and leadership skills with presentable personality and professional business style. Seeks a more ambitious and broader view of attaining professional growth, self-esteem enhancement and craving for a dignified work profile to utilize gained skills and management expertise. 

STRENGTHS

	· Well-experienced Accounting Professional  
	· Vast exposure in accounting functions 

	· Operational management & office administration
	· Adherence to set policies & procedures 

	· Excellent Customer Service Skills
	· Maintains confidentiality of records

	· Meticulous with keen eye for details
	· Adaptable to dynamic business scenarios

	


	
	Qualifications

	
	

	Bachelor of Commerce, SMT Nathibai Damodar Thackersey Women University, Mumbai, India 

 
	

	Diploma in International Business Management


	

	Maharashtra State Certificate in Information Technology, M.S. CIT (Gov’t. recognized) 


	

	Certificate Course in Information Technology, C.C. IT  (Govt. recognized) 
	

	


	
	Achievements

	· Obtained comprehensive knowledge in understanding the entire flow of business, documentation needs and following accounting and reporting.

· Demonstrated integrity and strong work ethic in maintaining confidentiality in official records as well as flexibility in working well in cross-functional teams.  
· Gained broad and strategic understanding business operational issues, organizational set-up and change.

· Successfully achieved performance parameters as well as organizational goals and objectives.  

· Displayed strong managerial skills in planning, managing, coordinating and motivating subordinates.  

	

	
	Career History


	Accounts with Admin,  Green line Technical work LLC

Accountant ,  Petit Palais Retail & Interiors. Dubai 
	Feb 2017 – untill
Jan 2012 – Jan 2017

	Junior Accountant ,  Al Mubarak tools B.M Dubai
	Jan 2011 – Dec 2011

	Account Recovery department , Janakalyan Shakari Bank
	Dec 2006 –Jan 2009

	Account dept ,  Saturn shipping agency 
	Dec 2003 –Nov 2006

	Computer Operator ,  Katke Consultancy Service, Mumbai, India 
	Apr 2002 – Oct 2002

	
	

	


	
	

	                                                                             Areas of Expertise
Accounting

· Perform routine accounting functions including data entry of daily accounts, preparing trial balance, vouchers & cashbook, accounting reports. Prepare Statement of Accounts and handle accounts receivables/payables. 

· Take care of bank and accounts reconciliations; prepare vouchers and cashbook.

· Assist in the accounts finalization, monthly book closing procedures and in preparing financial statements such as balance sheet and profit & loss statement.

· Prepare, examine and analyze accounting records and incoming documents to assess accuracy, completeness, and conformance to reporting and procedural standards and to avoid adjustments to entries.     

· Ensure all accounting process such as handling complete books of accounts independently up to completion are carried out according to standards with zero error tolerance.

· Pay attention to accounts payables and receivables; forecast of financial status, prepare reconciliation statements and payroll transactions.  

· Provide accurate and timely reports to senior management to enable to make better plans and organize business operations. 
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	Administration

· Manage and oversee the entire departmental administrative operations of the organization.

· Attend to general inquiries and provide information on company products or services.

· Preserve proper records of incoming and outgoing correspondence, file documents and letters systematically, and keep all assigned files up-to-date. Maintain confidentiality.

· Help in continually reviewing and setting up improvements to current procedures.

· Communicate with internal departments as well as all third parties to exchange information, coordinate activities, and promptly resolve issues and concern.  

· Handled complete facilities set up and upkeep; ensure enough quantity of supplies to support operations. Also administer filing, e-mailing, faxing and self-correspondence.



	Customer Service 

· Maintain high-level of customer service, provide value added services to clientele and coordinate with other departments. Ensure understanding and fulfillment of all client needs.

· Process customer transactions and respond to inquiries accurately and timely manner.

· Gain familiarity with all product and services including their rates and other specifications.

· Handle a wide variety of customer support and daily conflicts; ensure effective resolution of customer problems and complaints. Tact to deal with customers of diverse nationalities.

                                                         

	                                        Proven Job Role      

	

	Accountant - Petit Palais interior and home decor trading  (Dubai)
· Responsible Highly skilled in general accounting process up to finalization, prepares bank reconciliation, BALANCE SHEET PROFIT & LOSS STATEMENT, CASH FLOW STATEMEMT, BANK RECONCILATION STATEMENT petty cash competent in using WPS salary transfer

· Pay attention to accounts payables and receivables; forecast of financial status, prepare reconciliation statements and payroll transactions.  

· Provide accurate and timely reports to senior management to enable to make better plans and organize business operations. 
· Managed  Highly profeficient in Audit,  Assist  in the accounts finalization, monthly book closing procedures and  prepared financial statements payroll salary transfer wps of employee, maintain time sheet of employee,  accounts receivable payable, goods receipt, transfer in stock item transfer out invertory, goods costing, sales invoice, purchase order bills, Quotation, ledger entry, journal entry , bank entry

· Worked in accounting package of oracle merline 
Accountant - Al Mubarak tools B.M (Dubai) 

·  Worked in accounting package of Tally 
· Responsible Highly skilled in general accounting process up to finalization, prepares bank reconciliation, BALANCE SHEET PROFIT & LOSS STATEMENT, CASH FLOW STATEMEMT, BANK RECONCILATION STATEMENT

·  petty cash 
· Professional PC, MS office and accounting software
Team Leader / Accountant - Janakalyan Sahakari Bank Ltd 

· Responsible in customer accounts update like receivable and payable entries.

· Managed the salary attachment group team, submitted  reports to AGM
· Worked in accounting package of bank omni. 


	Accountant - Saturn Ship Agencies Pvt. Ltd 

· Tasked to record and kept suppliers’ annual contracts. 

· Managed accounts receivables/payables, sales invoices & purchase bills, cash book and bank book maintenance including preparation of routine business report, invoice cash payment voucher, cash/cheque receipt cheque payment. 

Handled ledger entry, purchase order, sales order, purchase invoice, sales invoice for sundry debtor, sundry creditor payment, purchase return, sales return, journal entry, payment voucher, journal voucher contra voucher payment, stock journal, payroll and back reconciliation statement, fiancial statement, cash flow statement using Tally package



	Computer Operator - Katke Consultancy Service 

· In charged of the data entry project work. 



	
	

	
	IT Skills  


	· Tally accounting package , Orcale based accounting package Merline, Peachtree, DOS, Windows 98/2000, Photoshop, CorelDraw, Page Maker,  Accounting package SAP FICO
· Proficient in MS Office Suite (Word, Excel, PowerPoint, Access, Outlook), Internet & E-mail Applications
· Excellent typing speed


	


	
	Personal Details

	Nationality
	:
	Indian

	Marital Status
	:
	Married 

	Visa Status
	:
	Husband’s Sponsorship 

	Languages
	:
	English, Hindi, Tamil & Marathi


	

	
	References

	Available upon request
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