CV No: 109464
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686
Career Objective
· To obtain a respectable position in an organization where my knowledge & skills can be utilized, recognized & sharpened.

· To follow companies policy, philosophy and practice to pursue excellence. 

Knowledge
· Knowledge of office administration and book keeping procedures.

· Knowledge of accounts payable, accounts receivable and maintaining general ledger.

· Knowledge of payroll functions and procedures. 

· Ability to maintain a high level of accuracy in preparing and entering financial and payroll information

· Confidentiality concerning financial and employee files.

Skills
· Excellent interpersonal.

· Item building skills bookkeeping. 

· Analytical and problem solving. 

· Decision making.

· Effective verbal and listening communications. 

· Attention to detail and high level of accuracy.

Technical Skills:
· Highly skilled in the use of Microsoft Excel, Word, & PowerPoint, Microsoft Outlook, and Internet Explorer.

· Having working knowledge on SAP Application.

SAP FI/CO Skills:

	Financial Accounting      :
	General Ledger (GL), Accounts Payable (AP), Accounts Receivable (AR), Asset Accounting (AA)

	Controlling                       :
	Cost Center Accounting (CCA), Cost & Revenue Element Accounting(CEA), Internal Orders (IO), Profit Center Accounting (PCA), Controlling-Profitability analysis(CO-PA)

	Integration                       :
	Integration of FI/CO module with SD, MM and PP modules.

	Consolidation                   :
	Company Code (CC) Consolidation and Business Area (BA) Consolidation.

	Reporting                         :
	Report Writer and Report Painter.


PROFESSIONAL EXPERIENCE
July 2013-Dec2014
Process Associate /Accounts Receivable

Role & Responsibilities: 
· Ensuring timely download of payment data from client’s bank account and allocation of these payments into respective customer accounts using the various applications
· Managing clearance of Suspense Account to bring down its volume and value to the lowest possible extent. Posting & Processing of transactions.
· Clearing the open invoices in the customer accounts against the payments made by them
· Dealing with queries raised by the customer related to non-allocation and misallocation of the payments made by them
· Handling the escalations matrix and resolving on time with output.
· Other miscellaneous activities including refunds, transfers, write-offs etc.
· Ensure that all the transactions are as per the SLAs and SOPs framed for the process with accuracy and within TAT and creation of Process reports
· Proficient in Implementation, Design and Configuration of major functionalities in FI – General Ledger, Accounts Receivable, Accounts Payable and Asset Accounting

· Benchmarking Processes in FI has the Accounts payable process efficiency and Accounts Receivable processes efficiency in each sector.

· A/R: Maintained payment terms for customers, defined cash discount base for outgoing invoices. Defined accounts for cash discount granted and for reconciliation accounts for customer down payments.
· A/R: Defined Customer Account Groups and screen layouts per activity & company code; defined number ranges for customer accounts and assigned these number ranges to customer account groups.

· A/R: Created regular customer accounts in relevant account groups by completing necessary fields for Search terms, Group keys, Reconciliation accounts, and Payment terms. Generated and transferred IDOCs and converted into EDI standards. Worked on Intercompany Billing, Preform Invoice, VAT determination, Currency determination rules.

· In Accounts Receivable (AR), Built AR Business module, Configured and Debtor management, Customer payments, Customer invoice processing, Oder to Cash (OTC) process, Finance documents Global settings (Posting Keys, payment terms),Dunning, Reporting.

· Configuration for the creation of Account Receivables (AR) invoices and posting of manual incoming payments with differences, clearing and reversals, interest calculation.

· In AR and AP, defined expense accounts, revenue accounts for realized exchange rate difference, differentiated the accounts by currency, exchange rate gains, exchange rate losses and then posted to separate accounts for the individual currencies and foreign currency valuations

· Created cross account clearing between Accounts Payable (AP) and Accounts Receivable (AR). Analysed the Bank Master data for APP.

· Configured Accounts Payable and Accounts Receivable included Master Data, Automatic Payment Program (APP), Terms of Payment, Dunning Procedure, Reconciliation Accounts, and Document Invoice.

· Involved in the analysis of business process of FI- General Ledger (GL), Accounts Payable (A/P), Accounts Receivable (A/R), CO- Profit Centre (PC). 

Professional Achievements
· Earned EE ratings 7 times within a year

· Got BRONZE award twice 

· Received SPOT Award, for outstanding performance

· Appreciated multiple times by higher management, for successfully handling huge volumes of allocation

· Was consistently the top performer for every month and have always met expectations and maintained 100% quality
Junior Account Assistant in Amma Fudz (India) Pvt Ltd 
Job Responsibilities:                                                         

             March2012-April2013
· Verification of purchase invoices with the relevant documents i.e. Quotations, purchase comparative statement, purchase order & purchase approval.

· Preparation of contractors/sub-contractors and suppliers payments according to the ageing wise and follow up with them.

· Reconciliation of Vendors & Customers with their own ledger copies.

· Preparing the management reports in details which include the list of the Vendors & customers analyze the expense & revenue part.

· Preparation of Reconciliation statement of Bank’s & Credit Cards (BRS & CCRS) and send to Head office for the approval of forecasting fund purpose.

· Preparation of online filling of way bills & C Forms in Excel Templates.

· Calculating the Deprecation on Fixed Assets on Quarterly Bases.

· Calculation of monthly EMI’s on Loans, Land lease and etc.

· Preparation of MIS reports of management purpose.

· Preparation of provisional balance sheet & Trail balance sheet for head office approval.

· Later on finalization of Accounts and Cash Flow Statement is prepared.

· Verifying of monthly payrolls according to their time cards and Overtime. 

· Analysis of workers' attendance to deliver accurate payouts

· Maintaining and updating multiple accounts according to different contractors

· Reconciliation of the company ledger with the bank account on monthly bases

EDUCATIONAL QUALIFICATIONS

	Qualification
	Institute
	Year Of Passing
	University/ Board
	Percentage/CGPA

	PGDM(Post Graduation)
	Siva Sivani Institute Of Management 

( Business School)
	2013
	Autonomous Body 


	6.09

	B.com (Graduate)
	Pragathi Maha Vidyalaya Degree College


	2011
	Osmania University 
	68%

	Intermediate (10+2)
	Nalanda Junior College
	2008
	Board Of Intermediate
	75%

	SSC
	Sivani High School
	2006
	SSC
	45%


PERSONAL DETAILS

Nationality


:   Indians
Languages known

:   English, Hindi & Telugu

Visa Status


:   Visit Visa

