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Masters in Management Accounting from University of Mumbai - India, with experience and exposure in the fields of Accounting and Administration. I possess excellent problem solving and communication skills and am capable of handling many tasks simultaneously and work efficiently without direct supervision. I seek a challenging position in an environment, where I can utilise and foster my expertise and contribute to the continued growth and success of the organisation. 

PROFESSIONAL EXPERIENCE

T.D.Williamson Middle East Fze, Dubai, U.A.E.

T.D. Williamson is the world’s most recognized name in pipeline equipment & services. Providing hot tapping & plugging, pipeline cleaning, inspection & providing pig technology services for pressurized pipeline system.

Designation: Assistant Accountant – reporting to the Finance Manager

Period: February 2013 till date
Accounting Software: Microsoft Dynamics AX 2009
Job Profile:

· Verifying and posting transactions to journals, ledgers and other records.

· Preparing statements, raising purchase and sales invoices, debit notes & credit notes.

· Accounting employee expenses and payments.

· Reconciliation of Bank, Customer, Vendor accounts.

· Intercompany accounting and reconciliation.

· Follow up receivables, collection and allocation of payments.

· Process and prepare vendor invoices for payments.

· Review & analyze open Projects, Sales orders and Purchase orders.

· Preparing & compiling MIS reports for management review.

CHARTIS MEMSA HOLDINGS, Dubai, U.A.E.

Chartis is a world leading property-casualty and general insurance organization.

Designation: Credit Control officer

Period: August 2011 to December 2012 (Temporary Assignment)
Accounting Software: Oracle (Orion)
Job Profile:
· Liaise with customers in Middle East, Europe & Africa.

· Send statement of accounts to customers.

· Follow up, collection and allocation of payments.

· Reconciliation, review and analysis of customer accounts.

· Monitoring customer account details for non payments, delayed payments and other irregularities.

· Investigate and resolve customer queries and outstanding issues.

· Identify and execute the necessary process adjustments.

· Organizing a recovery system and initiate collection efforts.

· Communicating with customers via phone, email and visits to resolve past due balances.

· Prepare and maintain various Debtors Ageing reports & receivables customer files.

M.H. ALSHAYA TRADING, Dubai, U.A.E.
M.H. Alshaya Retail operates more than 40 International Retail Concepts. These include many of the worlds leading Fashion & Footwear, Health & Beauty, Home Furnishings, Casual Dining, Optics, Pharmaceuticals and Office Supplies. To name a few stores Debenhams, Mothercare, Next, Claires, Milano, Mac, Pearle Opticians, Vision Express, Boots, Starbucks, Le Pain Quotidien, Office Depot, Pottery Barn.
Designation: Accountant

Period: January 2007 to August 2010
Accounting Software: Oracle 11i & 12R
Job Profile:
· Independently handling the day-to-day transactions of Retail Stores.

· Accounting daily Cash and Credit transactions and sales reconciliation.

· General Ledger Accounting and reconciliation of ledger and bank accounts.
· Accounting Cash Payments, Petty Cash, Travel Advances etc.

· Ensuring daily Cash banking and credit card settlement of POS.

· Preparing daily credit card and sales reconciliations.

· Co ordinate with outlet to resolve credit card disputes and refunds.

· Receive and verify invoices for goods and services and account for payment processing.

· Verify that transactions comply with financial policies and procedures.

· Maintain listing of accounts payable and updated vendor files and file numbers.

· Preparing and compiling financial reports for management review.

· Assist in finalisation of accounts.

· Co-Ordination with Internal / External Auditors for periodical audit.

· Supervising year-end stock take activities.

YATEEM GROUP, Dubai, U.A.E. 




A leading group of companies in the Middle East, specializing in the field of Optical Trade and Hear Care Centres namely Yateem Optician, Occhiali Optic, Yateem Hearing Aid Centre.

Designation: Accounts Assistant

Period: April 2003 to September 2006
Accounting Software: Oracle (Merlin)
Job Profile: 
· Key responsibilities as an Accounts Assistant:

· Assisting the Chief Accountant in day-to-day transactions of the Company.

· Maintaining Daybook, Ledger keeping, vouching and reconciliation of accounts.

· Preparing Quotations, Local Purchase Orders, Goods Receipt Entries & Sales Invoicing.

· Engaging in stock take activities and reconciliation of stock.

· Preparing ageing analysis reports and a regular follow up with customers to maintain a healthy cash balance for the company.

· Preparing payment schedules & processing payments as per the defined credit terms.

· Key responsibilities as a Sales Co-Ordinator:

· To correspond for the company with its suppliers/buyers and follow up.

· Preparing order request for the company and coordinating with overseas suppliers.

· Propounding reports on shortages, excess and damages of goods in order to prepare claims.
· Preparing Yearly forecasts &  targets, Sales analysis reports for formulating Marketing strategies.

· Ensuring correct execution of Job orders on Artworks for Display arrangements in Retail outlets.

· Preparing influential Power Point presentations for forums, Conferences and delegations.

EDUCATIONAL QUALIFICATION

Academic:

Master of Commerce – 2011 (Management Accounting) 

University of Mumbai, India.
Bachelor of Commerce – 2001 (Business Management)
University of Mumbai, India.

Higher Secondary School Certificate – 1998 
L.S. Raheja College of Arts and Commerce, Mumbai, India.

Secondary School Certificate – 1996 
St. Teresa’s Convent High School, Mumbai, India.

Technical:

Diploma in Computer Applications 

Excellent working knowledge of:

· Oracle Financials, Microsoft Dynamics AX 2009

· MS Office 98/2000/2007 – MS Word, MS Excel, MS Power Point.

· Internet Navigation and e-mail.

PERSONAL DETAILS

Date of Birth

: 31st March 1980

Nationality

: Indian

Marital Status

: Married

Languages Known
: Can fluently speak & write English, Hindi, Marathi

Visa Status

: Residence Visa – Husband’s Sponsorship

Valid UAE Driving License.

REFERENCE

Mr. Suresh S. Nair (Sales & Marketing Manager – Yateem Group)

Contact No.: 0097150 5280296

Mr. John Thomas (Finance Manager - M H Alshaya Trading)

Contact No.: 009714 4549051

VINETTE PINTO FERNANDES


Mobile No.: 050 2546286


Email: vinettepinto@yahoo.com
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