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OBJECTIVE:

Association with a progressive and growing organization where my skills are realized

and my knowledge can be enhanced for the personal development as well as the benefit of the organization.

SUMMARY OF EXPERIENCE

A Professional with 4 years of solid experience in the field of Finance & Accounts
WORK SUMMARY AND FUNCTIONAL RESPONSIBILITIES                                                                                                                                                               
Reputed Company (Aug 2012 – April 2014)

· Involved in Accounts payable.

· Responsible for the payment details to the landlords.
· Responsible for the payment towards common area maintenance charges, Real estate tax and Insurance charges.
· Worked in the Oracle application.

· Responsible for achieving 100% payment on time.

· To do reporting to the clients related to the inflow and outflow of invoices every week.

· Sending the total payments given report to the Clients.

· Maintaining a track of all the requests which have crossed the time limit and payment has not been given.

· Calling the landlords and requesting them to provide the supporting documents.

· Interacting with Client for the queries and clarifications.

· Training of new resources and backup planning to ensure continuity in production.

· Sending the sales report to all the landlords on first week of every month.
· Responsible for preparing Dashboard
INFOSYS (JUNE 2010 - AUG 2012)

· Involved in Accounts Payable.

· Responsible for doing Invoice Reconciliations.

· Responsible for the payments toward the rent and rent related charges.

· To do reporting to the clients related to the inflow and outflow of the invoices every week.

· Sending sales report to all the Landlords every month.

· Maintaining a track of all the invoices which have crossed 90 days and the payments has not been done.

· Doing customer service by emails and calls.

· Interacting with Client for the queries and clarifications.

· Training of new resources and backup planning to ensure continuity in production.

FASHION MANTHRA (Retail Industry)
· Worked as Assistant Manager from April 2009 – Feb 2010.

· To check the availability of all the materials and give orders when required.

· To give advertisements in the local media.

· Dealing with the customer complaints.

· Check the daily sales and take measures to increase the sales of the outlet.

· Controlling and dealing with the employee Grievances.

· Giving training and motivating the employees.

COMPUTER SKILLS 

· MS Office, Tally
· Diploma in Graphic Designing.
· SAP

ACADEMIC RECORD

· MBA with 69% from ICFAI UNIVERSITY (Regular Batch 2007-2009).

· Specialization:  FINANCE & MARKETING.
· B.com  with 65 % in 2007 from Kannur University 
COMPETENCIES


Quick learner. Adapt well to changes and pressures in workplace


Proactive and self motivated


Good at time management


Hard working and Committed

PERSONAL DETAILS

Date of Birth: September 5th 1986

Marital Status: Single

Languages Known: English, Hindi, Malayalam

Visa Status: Visit Visa

