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	CAREER OBJECTIVE:

	

	Seeking a challenging career which offers an opportunity to move up in the organization, continuous learning and reward for shouldering more responsibilities and be a part of team in achieving company goals.
PERSONAL STRENGTHS
· Self-confident, energetic, and committed to work.
· Quick learner and result oriented.
· Enthusiastic, innovative and willing to assume increased responsibility.
· Possesses excellent communication, interpersonal & analytical skills.
· Remarkable flexibility and proficiency to work independently and in a team.
· Ability to adapt quickly to challenges and changing environments.
· Excellent Relationship Management, Analytical and Communication Skills.
SUMMARY
· A result driven professional with 3years of rich experience in  Accountspayables operations.
· Presently working in Genpact as a Process Associate(Accounts Payable)

· M.B.Ain Finance from Osmania University. Bachelor’s degree (B.com) Computersl . 
· High quality Communication & Coordination skills, excellent in phone & email communication.
· Proficient in Savvion, Lawson,Tally erp 9.0, MS Word, Excel, PowerPoint, Access & Outlook.
· Possess extensive experience in reviewing internal systems/ procedures and extending remedial measures/ suggestions for improvements.

· Have gained sound experience in MIS Reporting. All the activities have been done in Tally and Microsoft Excel as tools. Working capital & asset management. 
· Good at taxation, Accounting, Commercial operations, stores accounting. Proficient in maintaining documentation.
· Excellent relationship management, analytical and communication skills.

· In depth understanding of balance sheet, cash flow, funds flow & profit and loss statements.
· Associated with the preparation of budgets and Analysis of Variances and accomplished in negotiating transactions with favorable terms with commercial banks and other institutions.

· Knowledge of Capital Budgeting (from my master’s degree research project on Budgeting & Control).


TOOLS & TECHNIQUES

	ERP


	Tally 9.0



	DATABASES
	MS Excel & MS access


ACADEMIC QUALIFICATIONS
	Degree
	University/

Board
	Institute
	Year of Passing
	Specialization
	%age

	M.B.A
	Osmania University
	NIZAM INSTITUTE OF ENGINEERING & TECHNOLOGY
	2011
	Finance 
	57%

	B.Com

(Computers)
	Osmania University
	S.V.G Degree College
	2009
	Commerce
	58%

	XII
	Board of Intermediate (AP)
	R.K Junior College
	2006
	C.E.C
	59%

	
	
	
	
	
	


PROFESSIONAL EXPERIENCE

Process Associate

Hyderabad.
 (December 2011 till Date)

Completes payment and controls expenses by receiving, processing verifying and reconciling of invoices

Company Profile

At our accounts payable solutions leverage our global delivery capability to help intelligent enterprises standardize and consolidate processes across geographies, driving significant cost reductions and increased revenue, while increasing vendor satisfaction and shortening payment cycles for improved cash flow.
Job Profile

· Performing Payment run activity’s

· Generating weekly reports and update the same to business

· Processing of 7 types of Invoices like PO Based Invoices, Non- PO Based Invoices, Travel & Expense Reports, Nursing Invoices, Refund Invoice (Patient & Payer), Tax & Legal Invoices and Check Request Forms.

· Batch Cover Reconciliation

· Ensuring that no duplicate & erroneous payments are made.

· Performing Quality Check on the High dollar Invoices.
· Ensuring Check payments are done on regular basis and sending the special handling reports to Mailroom.
· Monitoring invoice queue to achieve 100% TAT.

· Hands on experience in processing of invoices in Microsoft Dynamics (Solomon) 

· Handling the Accounts Payable Help Desk Calls and Emails. And maintaining return check tracker.
· Preparing final reports and submitting to management.
· Verifying reports like Profit & Loss, Variance Analysis Report, and Forecast Exercise.
· Finalization of Balance Sheet & books of accounts and Preparation of documentation for Income statements.
Career Highlights:

· Appreciation from Customer and Management for completing the given task within the TAT & maintaining Six Sigma & Accuracy consistently

· Received Bronze in Q1 Excellent work in Customer Service.
PERSONAL INFORMATION

Date of Birth                    :  15-NOV-1985
Marital Status                 :  Married
Languages Known          :  English, Urdu, & Hindi

Current location             : Dubai, Al Rigga
Date










