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	CORE COMPENTENCIES
- Credit Controller                                                                                 - P&L Management
- Accounting Standards                                                                        - Business valuations
- Cash flow management & Modeling
                                      - Dispute Management

- Reconciliation of Accounts









- Knowledge on Banking Transactions 

STRENGTHS

	· Strong prospecting-account management and closing skills

· Win-win attitude and accountability

· Sales characteristics such as competitiveness, accountability.

· Quickly develop relationships with clients

· Professionalism & ready to walk an extra mile

· Tactfulness – to generate positive company image
	

	CAREER ACHIEVEMENTS

	· Star of the quarter – Q4 2012 at IBM

· Rookie of the quarter – Q3 2011 at IBM



	CAREER SNAPSHOT

	Senior Finance and Accounts Practitioner at Leading Company

Customer Service Representative at HSBC Technologies & Services, Bangalore
	May 2011 to Jan 2013

June 2010 to April 2011



	ACADEMIC & VOCATIONAL COURSES / QUALIFICATION

	· Bachelor Business Management (BBM)         

· Pre-Degree

· MS Office 

· Sound Expertise in Microsoft Word, Excel & PowerPoint
· SAP Training 

· Hands on Experience on ERP tools ( ESAP)

· Worked on ORACLE tool

· Banking                                


	Bangalore University (BCWCC )
Bishop Cottons Women’s Christian College

IBM Global Process Services, Bangalore

IBM Global Process Services, Bangalore

HSBC Technologies & Services, Bangalore 

	AREAS OF EXPERTISE & WORK EXPERIENCE

	

	Senior Finance and Accounts Practitioner – Leading Company, Bangalore

 - May 2011 to Jan 2013
· Managed Receivables & Payables
· Handled one segment of UK Collections successfully for over 20 months with excellent results

· Handled and resolved customer queries ,prepared reports to the team on daily basis

· Root cause analysis on disputes along with write-off’s analysis & processing
· Assisted the Team Lead and Group Lead on management and process level assistance. Mentored new recruits in the team. Undertook weekly analysis to track the performance of the team.

· Coordinated with teams worldwide in the UK and Ireland to ensure speedy approvals of customer orders & account closure

· Ensured strict adherence to process controls and exemplary or satisfactory Audit Ratings

· Allocation of payments in accordance to the remittance provided, sent unapplied cash/credits details, and reconciliation of accounts.

· To take responsibility for personal development in line with agreed annual performance objectives

Responsibilities: Order Management Executive
· Process daily order processing and customer issues resolution related to orders while maintaining high service levels with the customers and sales channels. 

· Reply to customer if schedule dates are required immediately. 

· Process Addition/Deletion/cancellations of orders in the sales order entry systems and communicate changes to warehouse. 

· Process & Log the amended orders received from customers.

· Monitor order backlog and participate in resolving problems relating to order entry. 

· Provide information on the status of order and material availability. 

· Coordinate the shipping documents/payment of the order when needed.

· Create and evaluate reports to ensure orders are booked correctly. 

· General customer service questions are answered via daily correspondence, phone calls, email etc. 

· Work with peers and supervisor to identify and implement process improvements.

· Appropriately apply policies and procedures in compliance with laws. 

· Policies and procedures include, but not limited to: Standard of Business Conduct, Intellectual Property, Control Environment, Information Protection, ISO 9000 & 14000, government regulations (e.g. health, safety, quality and environmental) 

· Perform other duties & internal reports to be assigned by immediate supervisor

Initiatives / Achievements: 

· Collections being the most critical part of the process were offered to take up the responsibility of handling Collections with Order Management profile.

· Achieved targets before the month end & also received 7 appreciation emails from the OM clients in 5 Days.

· Client recognition also offered international opportunities.

· Also received hike in the annexure before a step up could be given as per the company policies.

· Received Certificate of Appreciation at IBM.

· Received the Rookie of the Quarter in every R & R at IBM.

· Also achieved the Best Team Award.

· Achieved the best agent certification within the OM team.

June 2010 to April 2011, HSBC Technologies & Services, Bangalore
Responsibilities: Customer Service Representative

· Establish contact/rapport with customers in order to identify customer needs and actively promote bank products.

· Complete the sales of basic products (Bank Accounts, Personal Loans, Cards, e.t.c)

· Handle general customer queries and address them as appropriate.

· Maintain accurate account status daily statistics and daily filing.

 General accounting and Control Activities 

· Checked and post all suppliers’ purchases invoices

· Prepared and issue all company’s local vendor’s payments

· Any other responsibilities according to the work requirements

HOBBIES & INTEREST

· Trekking

· Watching Movies

· Listening to music

· Water sports & adventure 
 

	PERSONAL DETAILS 

	Nationality
	:
	Indian

	Date of Birth
	: 
	4th Jan 1988

	Visa Status
	: 
	Visit 

	Driving License
	:
	Yes ( Indian) 

	Languages


	:
	English, Hindi 
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