
[bookmark: _GoBack]NILOFER BEGUM					Email: tazeen.sanuriya@gmail.com 
Current Location: Abu Dhabi ,UAE		   	Contact No: +9710562365556
Position: Computer Operator		 		Marital Status: Married
Discipline: Accounts					Visa Status: Having Residence Visa 
							Nationality: INDIAN	


Career Objective

Seeking a career  where I can utilize my Skills, Educational and interpersonal abilities to contribute for the growth of organization.

Personal Profile

	Self-motivated, which is flexible in nature and can adapt to suite different environments. Articulate, numerate with excellent computing and communication skills, confident in working independently in addition to being an enthusiastic team member.

General Work Experience Summary:

	Working as part of a team that is responsible for making sure that the flow of costs and revenues between the various projects, regions and people is accurately accounted for and managed.

Educational Qualification


· Bachelor of  Computer Applications(BCA) with First class .
From Gulbarga University, Gulbarga ,Karnataka ,INDIA

Additional Certifications 

· Diploma in financial Accounting.
From ECIL,INDIA.

Work Experience: 1 Year.

· Company	:	 Al saba Foodstuff Enterprises L.L.C
	Position	:	Computer Operator.
	Location	:	Abudhabi,UAE
	Period		:	September 2012 to August 2013

Duties and Responsibilities:

· Assisting with sales / purchase ledger duties, cash books and payroll
· General ledger entry including accruals and prepayments.
· Reconciling petty cash.
· Balance sheet reconciliations.
· Salary entry and reconciliation.
· Dealing with statutory returns.
· Assisting internal/external auditors with queries.
· Chasing outstanding customer accounts.
· Resolution of invoice queries including credits.
· Communicating clearly and effectively with the accounts team.
· Monthly / quarterly management accounts preparation.
· Assisting in the preparation of year end accounts for clients.
KEY SKILLS AND COMPETENCIES

· Excellent customer service & communication skills. 
· Ability to handle large volumes of invoices.
· Punctuality & dedication towards work
· Keen to learn new things .
· Creativity & Imaginative Power .
· Ability to work under pressure and meet deadline.
· Capacity to work in team or individually and take up responsibilities.



SOFTWARE SKILLS

· Programming languages: C/C++, Java, Dot(.) NET.
· DBMS: SQL,DB2, Basics of MS SQL
· Operating System: Windows 
· Tools: Oracle ,Cobol, Visual Basic, 
· MS-Office (Word, Excel, Power Point).


PERSONAL   PROFILE

Name				:          	Nilofer Begum.
Husband's Name		:	Mohammed Wajeed.
Date of Birth			:	27th  August 1990
Languages 	          	  	:	English, Urdu & Hindi
Passport No			:	K7144411	
Date Of Expiry			:	25-09-2022
Current  Address		:	Al Shahama,Abu Dhabi,UAE										Mob: +97105623655.







Nilofer Begum W/o Mohammed Wajeed		
					

Page 1 of 2

