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Profile Synopsis: A diligent & dynamic professional experience in Financial Accounting and Financial processes; aspiring for a career growth in financial organizations; associated with M/s. Karvy Computershare Pvt. Ltd was an Accounts Executive.
Career Objective: A challenging position, encouraging the utilization of previous experience and to acquire more professional in the finance and administration career.


PROFESSIONAL EXPERIENCE

Karvy Computershare Pvt Ltd - Hyderabad
Accounts Executive – UTI Mutual Fund Department (Feb 2010 – May 2015)
Company Profile: KARVY is a premier integrated financial services provider, ranked among the top five in the country in all its business segments, services over 16 million individual investors in various capacities. It provides investor services to over 300 corporate, comprising the who is who of Corporate India. KARVY is dealing with wide spectrum of financial services -  Stock broking, Depository Participants, Distribution of financial products such as mutual funds, bonds, fixed deposit, equities, Insurance Broking, Commodities Broking, Personal Finance Advisory Services, Merchant Banking & Corporate Finance, placement of equity, IPOs, among others. The few major clients for KARVY are Reliance MFS, UTI MFS, Principal MFS, TATA MFS, LIC, etc.,

· Maintenance of all day to day transactions in Tally Accounting Software ERP 9.

· Handling petty cash and Banking operations.
· Review of Journal Entries, A/P Vouchers, Accounts Receivable.
· Preparation of Bank Reconciliation Statement.

· Reconciliation of Creditors and Debtors Ledgers.

· Assisting in Direct, Indirect tax and VAT requirements.

· Preparation of monthly MIS and Financial statements to the management.

· Vendor Management-dealing with internal and external customers, Issue of purchase orders and           payments.
· Handling Audit queries of Internal and external Auditors.

· Closing of monthly accounts and maintaining outstanding payables and receivables.

· Assisting in Service Tax, TDS matters for the Group.

· Handling in material inward and outward.

· Variance analysis between budgeted and actual spends with reasons thereof.

· Handling ledger accounts and keeping the check for any invoices or payments.
· Preparation of monthly payroll over 250 employees; ensure the accuracy of approved time sheets; track and deduct all statutory deductions while computing the monthly salary.
· Any other responsibilities assigned by the Management.
Artha Financial Services Pvt Ltd - Hyderabad
Back Office Executive – Equity and Commodity (Apr 2008 – Jul 2009)

· Scrutinizing and verifying the account opening application forms.
· Reconciliation and generation of Pay-in & Pay- out for the Securities and the funds.

· Generation of the client codes, entering cash receipts and vouchers in the system.
· Preparation of cheques to clients and giving positions.
· Handling the Customers’ queries.
· Generating Bills and Contract Notes to the Clients.
· Coordinating with the front desk in the account acquisition.
· Accepting & processing of Dematerialization requests.
· Reporting the overdue positions of the clients.
· Follow-up for the shortfall of Clients stock.
· Coordinating with HO for all the operational activities.
· Taking care of Admin & front end work.
S V Electronics Pvt Ltd - Hyderabad

Accounts Executive (Apr 2004 – Mar 2008)

· Updating Cash & Bank Transactions on daily basis in Tally.

· Preparing Journal Vouchers for month end process.

· Preparation of Bank Reconciliation Statements (BRS) for every month.

· Preparation of MIS Reports and Adhoc reports on timely basis.

· Responsible for Creditor’s payments processing and Reconciliation.

· Preparation of Party Reconciliation Statements.

· Preparation of Purchase Orders (P.O’s) and Updating in tally and generating the due list.

· Preparation of monthly budget requirement and Daily & Monthly Cash Flow statement.

· Provided feedback to the Head of Audit Department and Accounts department.

· Taking care of Admin & Front end work.
EDUCATION
· B Com,  Osmania University (1998)

· B.Ed, Osmania University (2003)

PROFESSIONAL
Undergone training & posses sound knowledge of

· Application Software
: MS Office, MF Software-TASK MF, KBOSS.
· Accounting Packages
: Tally ERP 9, Focus
· Advanced Excel and VBA Macros

TECHNICAL EDUCATION

· Typewriting Lower Grade in English.

CERTIFICATE COURSE
· NISM-Series-II-B: Registrars to an Issue and Share Transfer Agents – Mutual Fund Certification Examination passed in October 2013 with an aggregate of 90%.[image: image1.png]
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