CV No: 1084056
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686 
Career objective
· To work in a challenging position where my career and experience acquired skills will enhance the institution’s success and as well as my personal growth. 
· Highly motivated, positive and goal-oriented, with demonstrated professionalism.
· Good communication skills with proven abilities in problem solving and approaching tasks with dynamism and initiative, with a mindset oriented towards continuous improvement, professionally and personally. 
Synopsis
· B. Com with 7.6 years of work experience
· Having elaborate knowledge and hands on experience in SAP
· Have experience  in Accounts Payable, Receivable  
· Good knowledge in General ledger
· Take initiative and work independently or as a part of a group
· Well organized to meet dead line
· Able to learn and adapt to new environments quickly
· Capable of working under pressure
· Good communication and interpersonal skills
· Experience in handling admin and front office work
Work Experience: 
1. Company
:
Confidential ( Power/Energy production), Chennai 
(Wind turbines manufacturing)
Designation :   Business support professional
Duration
:
 2 year 
2.
Company
:
Confidential ( Semiconductors), Chennai 
( semiconductors manufacturing)
Designation
:
Sr. Officer 
Duration
:
1 year 6 months
3.
Company
:
Confidential (shipping /Oil&gas), Chennai
(Shipping/logistics/oil and gas)
Designation
:
Sr. Officer 
Duration
:
2 years
4.
Company     :       Confidential (telecom customer care)
Designation :        
Customer relationship officer
Duration    :         1 year
5.
Company     :       Condidential (Manpower consulting)
(Manpower supply)
Designation  :      Admin cum Front office executive
Duration      :       1 year
Roles and Responsibilities
Business Support Professional :  (GSSC - AP)
· Invoice processing and scrutinizing them for payment in SAP
· Vendor Reconciliation
· Intercompany reconciliation
· Updating vendor master data files, creating vendors and send to 

MDM team for approvals.
· Quality check – Internal Audit
· Handling issues with the site finance
· Providing assistance to site finance during month end.
Sr. officer :  ( End to End AP process)
· Working on the discrepancy invoices with the buyers from procurement team. 
· To work on the GIT (Goods In Transit) and RNB (Received Not Billed) cases and doing an aggressive follow up with procurement contacts to facilitate on time payment of the invoices. 
· Reclassification of GL accounts.
· To work on the aged vendor items and to close them with continuous interaction with the procurement and the suppliers. Periodic Reconciliation of Vendor Account Balances.
· Periodic review of GL accounts and ensures the documents posted
· Work on internal team quires and customers.
· Handling resolution and supplier queries
· Executing, maintaining and following up of down payments
· Dealing with treasury for payments
· Quality check of vendor payments and verifying master data documents
· Recovering debit balance from vendors
Sr. Officer : Flextronics (Accounts Receivable) 6 months
1. Posting all cash receipts, discounts, allowances, price difference, returns and other charge backs to customer accounts timely and accurately.
2. Maintain up-to-date billing system.
3. Follow up, collection and allocation of payments.
4. Carry out billing, collection and reporting activities according to specific deadlines.
5. Maintaining thorough, well organized accounts receivable customer files.
6. Research and negotiate chargeback claims.
7. Reconciliation of accounts.
8. Monitoring customer account details for non payments, delayed payments and other irregularities
9. Process Debit Memos to invoice or re-invoice for any adjustment on restocking fees, currency issues, transferring commissions/fees and co-op salary to our agent, correction to original invoice, and transferring goods between customers.
10. Maintain accounts receivable customer files.
Sr. Officer : (Accounts Payable)
· Invoice processing and scrutinizing them for payments in SAP  
·  Taking care of Resolution and allocating work to team
· Resolving issues with location through BA mail & MCS mail
Communication.
· Internal audit, process audit as member of audit team and taking care of preventive measures.
· Validating vendor master data and updating the bank information
· Preparing MIS report in a daily weekly & monthly basis
· Reconciliation of team productivity(Access date base)
· Participating in Process excellence (PEX) and contributing new ideas.
GR/IR reconciliation 
· Analysis and resolve the aged items hanging in Goods receipt and Invoice receipt control account
· Mail follow-up with warehouse and finance people at site to clear the aged items in GR/IR control account
· Analysis the parked documents and work with site to get it process for payment
· Analysis price and quantity difference and  send it for approval
· Perform Monthly accrual ( GIT&AP)
· Prepare Monthly Key Performance report and share it with stake holders of business.
· Prepare reports like ICS IPO & SLA
Customer service and Amin Front office executive
· Handling customer calls
· Resolving issues and complaints  from the customer
· Providing solution for queries
· Tickets booking
· Making arrangements for conference and meetings
· Petty cash maintenance
· Convincing the clients
· Handling all administration activities
· Preparing MIS reports
Computer Skill set
Operating System        :        Windows 2000, Windows XP.
Package                        :
    MS-Office 2000 (Word, Excel. PowerPoint), 

    Corel draw, adobe reader, photo shop,


Access Database
Accounting Package     :   

Tally 7.2
ERP                               :        SAP, Baan, Visual Manufacturing
SAP Knowledge:
· Completed FICO - Module training in reputed organization
· Enterprise and Global Settings:  Company code, Business Area, Document types, Document number ranges, Posting period, Posting Keys, Tolerance Settings
· AP: Vendor Groups, vendor master, Invoice entry, credit memo, Open item management and clearing, Payment terms including discount terms.
· Other functional areas: Invoice Verification (SAP R/3 4.5, 4.6 and higher), 3  way and 2 Way Match, ERS, EDI, SAP Reports, Workflow, , P.Org, Purchasing Group, GR-Based IV
Language Known
ENGLISH -   Speak, write and read
HINDI     -    Speak, read and write
TAMIL    -     Speak, read and write
Achievements
· Got prizes in painting and drawing contests
· Got start team award Got star performer award 
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