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QUALIFICATIONS/CERTIFICATIONS
MBA (Finance) From Sikkim Manipal Universty
B.Com from University of Mysore
(Certificates attested by UAE Embassy)
WORK EXPERIENCE 
Company 
Business Services (India) Ltd.
[About the Company: is headquartered in Paris, France and operates in more than 40 countries. We are, above all, a people company- 1, 20,000 people in North America, Europe, and the Asia Pacific region. In India, Capgemini is over 40,000 people strong and services over 400 clients globally and in the Indian market. Capgemini offers the full spectrum of services from Consulting to Technology and Outsourcing services from India including Business and Technology Consulting, Custom Software Development, ERP and System Integration, Application Management, Infrastructure Management and Business Process Outsourcing (BPO)]
Period 

March,2009 - December,2012 
Designation 

Sr. Process Associate
Job Description
Additional Initiatives

As a Senior Process Associate, I gained considerable experience in,

• Adequate knowledge in SAP Environment
• Adequate knowledge in P2P (Procurement to payments).
• Invoice processing, Queries handling, Training new joiners on the process and exceptions.
• Auditing of payment bills relating to suppliers, contractors, salaries and wages, employee claims, admin relating vouchers, transports & vehicle hire bills, advances and any other day-to-day vouchers not covered above.
• Verification of Recurring / Partials Payments/Concur postings.
• Finding out errors made by the invoice processors and reporting them to the Operations Manager
• Analyzing the errors made by the invoice processors and take steps to educate the Processors on the errors and rectify them.
• POT (Payment on time) analysis.
• Verification of duplicate payments and root cause analysis on duplicate payments and reporting to the management and make sure the amount is recovered or Credit Memo is accounted for the same.
• Vendor Master Data Verification.
• Monitoring daily volumes & Work Allocation to the Team Members and ensure the task is complete by EOD.
• Single point of contact for Audit issues and problem solving.
• Handling critical and high priority internal & customer escalations with efficiency.
• Managing The client’s perception of service quality and achieved our 100 % SLA
• Ensure the proper tools are in place to support the team and the processes
• Preparation of Audit Reports on Weekly basis and SLA reports on monthly basis and reporting to the management.

• Performing the goal setting exercise for the team.

• Provide process improvement suggestions and implementing to simplify the process.

During the Period worked with the following clients Unilever (Singapore and Malaysia), Warner Brothers Entertainment Inc (USA), Bunge (USA), and AES (North America & Asia)
Company 
Rau & Nathan Chartered Accountants.
Period 

June,2004 - November,2007 
Designation 

Audit Assistant
Job Description 
As an Audit Assistant, I gained Considerable experience in. 
• Computerized Accounts of daily Transactions using Tally 7.2. 
• Maintaining sales register, Purchase Register. Daybook, 
General Ledger, Creating journal entries and Accounting activities. 
• Preparation of Bank Reconciliation Statement. 
• Computation of VAT Liability and preparation of monthly 
VAT returns.
• Statutory audits and Tax Process.(Preparation of Profit &loss Account Balance Sheet and computing Tax liability)
• Internal Audit, Concurrent Audit and Bank Audits.

During the period, the major clients audited are Brakes India Limited, South India Paper Mills ltd, Bhoruka Aluminums ltd, Venlon Polyester Ltd, and Triton Valves Ltd Mysore, Bank Of India, ICICI Bank.
Company 
Sobha Developers Ltd. 
[About the Company: Sobha Developers Ltd. Bangalore India was started in 1995 by Mr. P N C Menon who came from Muscat after achieving over-whelming success for the magnificent constructions of hotels & resorts, villas, etc. in the Gulf. In the year 2006, Sobha Builders made profits of Rs. 884.86 million (after tax), while its revenue was of Rs. 6284.36 million. Sobha Developers Pvt. Ltd has by now completed constructed four million square feet of area. This ISO 9001:2000 Certified Company aims to transform the lifestyles of people with its exquisite constructions along with excellent customer services and absolutely no short cuts in its journey. Sobha Developers Bangalore has earned an image of providing the best of everything as they hire the expertise services for their projects. Experts from various fields like interiors, constructions, marketing, finance, etc. have been employed to provide quality products and services to their esteemed customers]
Period 

December,2012 - March,2009 
Designation 

Audit Executive
Job Description 
As an Audit Executive, I involved and gained experience in, 

• Internal Audit of departments and Projects.
• Approval of payment bills relating to suppliers, contractors, labourers, salaries and wages admin relating vouchers, transports & vehicle hire bills, advances and any other day-to-day vouchers not covered above.
• Verification of accounting entries. 
• Verifying Retention amount, service tax and TDS matters of different types of Contractors.
• Physical verification of Cash.
• Physical Verification of stock on quarterly basis
• Ensure adherence to company’s policies & procedures 
• Drafting of internal audit program & internal control questionnaires.
• Visit and verification of stores and its records, checking of attendance, Imprest cash checking.
• Carry out routine audit related activities and try to identify key control areas, cost saving possibilities’
Company 
Rau & Nathan Chartered Accountants. 

Period 

June,2004 - November,2007 
Designation 

Audit Assistant
Job Description 
As an Audit Assistant, I gained Considerable experience in,
• Computerized Accounts of daily Transactions using Tally 7.2. 
• Maintaining sales register, Purchase Register. Daybook, 
General Ledger, Creating journal entries and Accounting activities. 
• Preparation of Bank Reconciliation Statement. 
• Computation of VAT Liability and preparation of monthly 
VAT returns.
• Statutory audits and Tax Process.(Preparation of Profit &loss Account Balance Sheet and computing Tax liability)
• Internal Audit, Concurrent Audit and Bank Audits.

During the period, the major clients audited are Brakes India Limited, South India Paper Mills ltd, Bhoruka Aluminums ltd, Venlon Polyester Ltd, and Triton Valves Ltd Mysore, Bank Of India, ICICI Bank.
Additional Skills

Strength

Personal Profile

• Thorough knowledge and skills of operating computer.

• Knowledge of user-friendly accounting packages like Tally, R-Construct and SAP. 

• Familiar in Working with MS-Word and advanced MS-Excel.

• Fast learner and willing to accept changes

• Positive Attitude 

Date of Birth
01-10-1985
Nationality 

Indian
Languages known
English, Malayalam, Tamil and Kannada
I hereby declare that all the information furnished above is true and correct to the best of my knowledge



