Work Experience:

· Currently Working in Rising Star Trading LLC - (Nov'13 to till date)
Designation : Finance Executive/ Sales Coordinator
Job Profile:

· Manage Quotation process of Sales Department by working with Companies, Traders & Foreign Companies
· Liaising closely with the Settlements team, Showrooms team & Sales team to manage to  improve client relationships.
· Work  closely  with the  Finance  Manager  to  ensure  smooth  operation  of  all  finance matters. Work  closely  with the  Finance  Manager  to  ensure  smooth  operation  of  all  finance matters
· A certain level of flexibility regarding availability outside normal working hours is required to attend events and private views
· Any other duties that may be deemed appropriate to this role .
·  Provide financial support to team members  
·  Assist with end of year preparation and procedures 
·  Ensure swift payment of invoices Resolution of finance related queries   
·  Plan,  organise and  manage  own workload to  ensure your  contribution  to  the company’s  monthly  financial  reporting process  is  achieved  in a  timely  and  accurate manner
·  Assist  in  the  production  of  financial  statements  and  applications,  preparation  of spreadsheets, reports and correspondence as required 
· Input accounting data into the accounting system with speed and accuracy 
· Matching invoices to statements and purchase orders to invoices 
· Support  the  Finance  Manager  by  inputting  into  sales and purchase ledgers  from source documents
· Ensure prompt response to communications with Companies after discuss of price with management showing high level of skill including telephone manners.

· Preparation of weekly analysis of enquires and quotations.

· Report issues and concerns as soon as possible to seniors/managers etc in time and with complete information, in which effort is made to prevent or limit possible damage

· Analysis including fast & slow moving items, back orders, lost orders. 

· Execution of orders & order confirmation along with related documentation including billing.

· Tracking incoming and outgoing shipment during upcoming 2 weeks working closely with warehouse and

·     sales coordinators
· Worked in Royal Bank of Scotland through IKYA Human Capital Solutions Pvt Ltd (Jan'13 to Jun'13)
Designation : Finance Analyst

Department: Trade Settlement

Job Profile:

· Manage Fixed Income process of Trade Support, Corporate Action and Compensation by working with counterparties, traders and other FI Ops teams globally, maximising operational efficiency 

· Liaising closely with the Settlements team, Front Office & middle office to manage BAU risk and improve client relationships.

· Ensure prompt response to communications with a view of time zone impact, showing high level of skill including telephone manners.

· Build strong working relationships and a network of contacts with clients both internal and external.

· Have experience of Fixed Income products e.g.: Cash, Repo, Buy Sell Back, Collateral.
· Worked in  Sunrich Group Of Companies (Jun'10 to Aug'11)  
Designation : Assistant Accountants

Department: Accounts


Job Profile:

· Handling petty cash transactions & making a record of it in Tally

· Posting Ports charges in Tally.

· Posting record of Daily Bank transactions in Tally.

· Maintaining daily work report and reporting the same to HOD

· Presenting monthly Report to the Managing Director.   
· Prepareand verify daily reports
· Prepare daily income/sales and prepare daily journal entry
· Prepare daily deposits of ticket sales receipts
· Reconcile bank account for ticketing office
· Communicate with ticketing managers and others working on the ticketing systems problems
· Prepare authorized refund vouchers
· Compile monthly reports
· Investigate and collect returned items
· Maintain returned check account
· Maintain chargeback account
· Prepare monthly balance sheet schedules
                                                           
	Academic Details :


	Qualification
	Institute
	University/Board
	Year
	Percentage (%)

	MBA: (Finance)
	BES's Institute of Management studies & Research
	Mumbai
	2013
	70.85%

	Bcom(Finance) 
	Burhani College of Commerce & Arts
	Mumbai
	2010
	65.42%

	HSC
	Burhani College of Commerce & Arts
	Maharashtra
	2007
	60.00%

	SSC
	Christ Church School
	Maharashtra
	2005
	42.00%


	Management Internships :


· Saifee Hospital    (May'12 to June'12)                                           

· Management trainee Finance.

· Responsible for bank reconciliation statements.

· Maintaining a record of Internal audit.

· Making payments for direct and indirect taxes.

· Incharge for payroll payments, compensation and benefits to employees.
Other Education :
· IATA/UFTAA Foundation & Ebt Course  
· IATA Stepping Into Management Course
	Finance Skill :


· Understanding of Financial Accounting

· Private Equity and VC Market.
· Market Instruments and its Processes
	Academic Projects :


· Risk Management & Options Strategies Using Derivatives 

· An Analysis of Marketing & Financial Strategies of Small-scale industry  in India
	Extra Curricular Activities :


· Member of Executive Placement Cell and Summer Placements at BESIMSR for the year 2011-13

· Class Representative for specialization at BESIMSR and was responsible for scheduling lectures and coordinating with students and faculties. 

· Participated in all the events of college and Management Institute.

· Part of event committee at Burhani College for three years 

· Organizing workshops for the NCFM modules for 40 students at BESIMSR.

· Part of seminar and workshops organized by BSE.

· Part of school football team & Cricket Team

	Other Details :


· Strengths: Good Interpersonal Relationship with an Ability to Lead a Team to Achieve Success, Hardworking and Always Willing to Learn.

· Computer Skills:

· Software Skills: Operating Systems :( Ms-Dos, Windows98, Windows XP, Windows 7)  

· Programs:-Microsoft Word, Excel, Access, and Power point

· Languages known: English, Hindi, Gujrati & Marathi 
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