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Professional Profile

· A competent professional with + 10 years’ experience in Accounts receivable/payable, Invoice& payroll processing Process.

· Proficient at managing process operations & experience of enhancing procedures, service standards for business excellence.

· Resourceful at maintaining cordial relations with client, ensuring quality and service norms to achieve the Platinum standard support.

· Excellent interpersonal, communication, analytical and organizational skills.
Organizational Experience




Designation
:  Senior Accountant.
Period

: November 2011 to August 2014

Job Profile  

· Expertise in Double Entry tally, accounting and auditing procedures, statutory compliance, vendor management, bank coordination.
· Preparation of various accounting reports like ageing analysis, income and expenditure statements, and bank reconciliation statement.
· Obtain and maintain a thorough understanding of the financial reporting and general ledger structure.

· Verify and process all accounts payable documents, resolve invoice discrepancies and manage vendor issues.

· Reconciling all the vendor accounts and ensure timely payment.

· Responsible for processing tour and expense reports.

· Scrutinizing and releasing the purchase orders.

· Regular Maintenance of Accounts Receivables & Accounts Payables & prompt follow-up with customers. 

· Inventory Management 

· Preparation of records for Sales Tax Assessment 
· Monitoring of all direct tax related entries/issues and timely filing of TDS return.
Employer
: Infosys                           
Designation
: Sr. Executive – Financial Service
Period

: October 2007 – 10th October 2011
Working Platform:      
 SAP

Job Profile (Accounts Payable):

· Preparing and Posting of workflow and non-workflow invoices.
· Solve daily issues for the team members by having an in depth knowledge in accounts Payable process in SAP

· Prepare the Reversal, Adjustment entry and Reposting of Invoices

· Preparing the Analysis report of Parked and Pending Invoices and take the necessary action to book the invoices.
· Preparing the Analysis report of Duplicate Invoice and take Action

· Responding to the mails sent by clients.

· Preparing the Analysis report of Exception and make sure to run in the next payment.
· Sending the blocked invoices through SAP WF or mail to Specify Approvers for giving the approval for the payment
· Preparing the Analysis report of Blocked Invoice and take action to release the payment.

· Preparing ICS audit report for Blocked and Exception.

· Preparing manual reconciliation on a monthly basis and system reconciliation on a daily basis
· Preparing a monthly accrued revenue aging analysis and the actions to be taken on a monthly basis. 
· Travel analysis and reporting to the senior management on a daily basis. 

Employer
: Wipro 
Designation
: Associate
Period

: March 2006 – October 2007
Working Platform:   Oracle 11i finance.
Job Profile (Accounts Receivable):

· Preparing entries for day today receipts booked in the bank account

· Preparing manual reconciliation on a monthly basis and system reconciliation on a daily basis

· Doing bank reconciliation for 10 bank accounts for a Singapore based company.
· Handling queries of the business at regular intervals which involves extensive analysis, commentaries and presentations.

· Engaged in creating monthly recon templates, tracking sheets, ensuring the uniformity in the format in which the recon is presented.
· Month end close Activities.  Post necessary accrual for period close.
Employer
: Ashva technologies Pvt. Ltd.,                                  
Designation
: Sr. Accountant
Period

: March 2004 – March 2006
Job Profile

· Worked on both manual & automated accounting system

· Preparing Entries for all books of Accounts.

· Responsible for Invoice Processing, making entries in journal system

· Co-ordinate all accounting activities and daily reporting to the finance Manager.

· Scheduling of accounts for payments.

· Making cheques for Payroll after approval.

· Managing cash collection and Billings.

· Handling sales Tax matters, TDS deduction and Payment.

· Maintaining Books of Accounts, Reconciliation of Bank Statements, Ledgers.

· Maintaining Inventory Records and Prepare periodical Reports.

· Preparation of Trial Balance, Profit & loss account and Balance Sheet in co-ordination with external auditors

· Practical working knowledge in Tally package
Educational Qualification

· Pursuing MS finance(CFA) ICFAI university , Chennai
· B.Com from University of Madras, in the year May 2002. 

Technical Proficiency

· Diploma in computer application

· Tally 6.3 certified

· Type writing: English lower certified.

Personal Details

Date of Birth
 

:
15th August 1981

Nationality

 
:
Indian

Languages Proficiency 
:
English, Tamil, Telugu.

Marital Status


:
Married
Visa Status 


:
Visa
Declaration:
       I ensure that the above foresaid information is true and correct and if selected, I ensure that I will work to the best of my ability and potential.

