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Sheeba George
Flat No. 203, Building No. 1094,

Road No. 830, Block No. 308,

Gudaibiya, Bahrain.

Phone: 36065310.

Email: sheebageo2008@gmail.com

	



CAREER OBJECTIVE

Intend to have a career where I can achieve challenging tasks to perform which would extend my efforts to my potential capacities and performances are objectively assessed.
ACADEMIC CREDENTIALS

· Pursued CA articleship under Shri S.Mahadeva Ayyar,  Chartered Accountant, during 1993 to 1996.
· Degree from Kerala University in 1993. Secured 76% marks.

WORK EXPERIENCES

· Finance & Accounts Manager – Since May 22, 2016 
Working as Finance, Accounts & Business Analyst Manager – 5Ps Marketing & Consultancy WLL, Kingdom of Bahrain.

Job Profile:

· Preparation of overall forecasting, bugeting & MIS Reports

· Responsible of accounts team’s activities – supervise daily operational transactions, monthly invoicing, approve payment releasing, reconcile trade receivables and payable etc

· Preparation &  Finalisation of accounts and submit accounts to auditors.

· Responsible of outsourced accounts team activities - visit weekly basis to client’s office and verify the transactions, documentations and reports prepared by the staffs.

· Responsible for Social Media analytics, customer feedback analysis & Report, Quality Control etc…. 
· Finance Manager – November 01, 2015 – April 2016
Worked as Finance Manager – 3 C’S Co. WLL, Kingdom of Bahrain.
Job Profile:

· Preparation of overall forecasting, bugeting & MIS Reports
· Responsible of accounts team’s activities – supervise daily operational transactions, monthly invoicing, approve payment releasing, reconcile trade receivables and payable etc
· Preparation & Finalisation of accounts and submit accounts to auditors.

· Responsible of outsourced accounts team activities - visit weekly basis to client’s office and verify the transactions, documentations and reports prepared by the staffs.
· Finance Manager – January 01, 2013 – September 2015
Worked as Finance Manager – Synergy Middle East Group, Kingdom of Bahrain.
Job Profile:
· Preparation of Income Statements on monthly basis.

· Presentations of Financial status in Director's meet on monthly basis.

· Preparation of Forecast on monthly basis and presentation of Forecast Vs Actuals in Director's meet.

· Preparation & Finalisation of accounts and submit accounts to auditors. 

· Responsible for budgetary control and cost control and statutory compliance.
· Preparing and sending invoices for Management fees (Retail sector including Banks – Ithmaar, BMI, UBL, Contracting, Hospitality).

· Preparation of staff salaries (own staff & outsourced staff) and payment of salaries through Bank Autopay services.
· Ensuring timely receipt of invoices and reconcile the accounts.

· Preparation of Bank reconciliation statements

· Finance Manager – Group  November 23, 2008 – November 30, 2012
Worked as Finance Manager – Group, Alwasl International Group , Six Pence Consultant S.P.C.(Six Pence (HR Solutions), Six Pence (Sales), IQOL Contact Center & Six Pence Training Center, Kingdom of Bahrain.
Job Profile:
· Preparation of Income Statements (separately as company wise) on monthly basis and consolidation.

· Presentations of Financial status in Director's meet on monthly basis.

· Preparation of Forecast on monthly basis and presentation of Forecast Vs Actuals in Director's meet.

· Preparation &  Finalisation of accounts and submit accounts to auditors. 

· Responsible for budgetary control and cost control and statutory compliance.
· Preparing and sending invoices for Management fees (staff outsourcing) to various banks( HSBC, BMI, UBL).

· Preparing and sending invoices for Commission (Debt Collection) to various banks (HSBC, BMI, SCB, BSB, Citi Bank, Credimax ) & leading telecommunication companies (Batelco, Zain).
· Preparation of staff salaries (own staff & outsourced staff) and payment of salaries through Bank Autopay services.
· Ensuring timely receipt of invoices and reconcile the accounts.
· Preparation of Bank reconciliation statements

· Accounts Officer – April 06, 2005 to November 20, 2008 
Worked as Accounts cum Admin Officer, ICFAI National College. 
Job Profile:
Accounts related:
· Preparation of Books of Accounts on a day-to-day basis.

· Ensure and follow up for collection of fees from students without getting students dropped out for non-payment and reconcile their accounts.

· Checking vendor bills with contracts, PO and agreed rates and statutory requirements.
· Ensure timely payment to Vendors and reconcile their accounts.
· Petty cash handling.
· Prepare various analysis reports on vendor payments and Fee Collections.
· Responsible for Expense booking, budgetary control and cost control and statutory compliance.
· Prepare monthly financial statements.
· Submit accounts to auditors.
· Facilitate and support internal as well as external auditors.
Admin related:
· Drafting letters, handling incoming mails and file them properly.
· Arrange venues and halls for meeting.

· Arrange tickets and accommodation for visitors.

· Negotiate with vendors for supply of various goods and services.

· Coordinate with other departments.

· Sending HR related reports to Regional office.

· Chief Accountant  - January 2003 to March 2005
Worked as Chief Accountant, Mega Trading Corporation, Alappuzha, distributors of HP Lubricant Oil, BSNL Sim Cards, IT Cards etc. Job profile includes preparation and finalisation of accounts to auditors, negotiation with suppliers and customers, negotiation with bank for bills discounting & credit limit review, petty cash handling, follow up for collection from customers, reconciliation of bank, suppliers and customers accounts, negotiation with sales tax authorities etc.
· Center Head (promoted from executive Accounts & Administration) – January 1998 to January 2003
Started career as Student advisor, Aptech Computer Education in 1998.  Later in 1999 given the additional responsibility of Accounts & Administration and supervising other Student Advisor.  Promoted as Center Head in 2000.  During the tenure, got exposure in preparation of accounts, lead the marketing, administration and academic team, etc.
· Office Executive – October 1996 to December 1997
Worked as an Office Executive in J.R.Exports, a coir products exporting concern, Alappuzha from 16-11-1996 to 30-11-1997.  During the period, I had dealt with documentation works for exporting.

KEY SKILLS

Hard Working, Quick Learner, Ability to work under pressure, Team leader and team builder, Dynamic and creative attitude.

IT SKILLS

Accounting Software
:
Tally & Focus

Office tools
:
M. S. Office with a sound knowledge in Excel.
Operating Systems 
:
Windows

STRENGTHS Vs WEAKNESSES

Well Organised
:
Reluctant to Delegate


Co-operative
:
Aggressive


Disciplined
:
Impatient


Conscious of Priorities
:
Frightened of failures


Professionally Dedicated
:
Over Sensitive

OTHER PERSONAL DETAILS


Age




:
48 Yrs.


Gender




:
Female


Date of Birth



:
08-05-1972

Nationality



:
Indian



Religion & Caste


:
Christian, Roman Catholic


Marital Status



:
Married
