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Visa Type : Visiting Visa
Visa Expiry Date : 

December 4th 2015

Linguistic Proficiency
· English 

· Hindi

· Malayalam

· Tamil

· Kannada 
Social Programs:

•Volunteered for spending a day with school children’s to conduct activities like quiz, collage and planting siblings.

•Youth empowerment programs like organizing seminars, cultural and sport activities.

•Conducted fun activities in organization and been event coordinator. 
 

Key Skills:-
Order Management
Accounts Receivables

Accounts Payable

Adhoc Report
Strengths:

•Time bound performance on work assigned. 

•To contribute my total potential to the team I am part of.
Computer Proficiency:

•Familiar with Microsoft Office products like Work, Excel, PowerPoint, Outlook and Access.
•Proficiency in Internet usage.

•Diploma in Information System Management from NIIT
Personal Data

Date of Birth: 18-Apr-1986

Sex: Male

Nationality: Indian

Marital Status: Married

Passport Number : K1595041
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Career Objective:
To work with a professional group that will utilize my knowledge and skills towards the contribution to the success of the company. I wish to utilize my proficiency in principles of accountancy and, computer applications like SAP and Oracle Fin man towards effective performance of my duties.
Academic Achievements:
· Bachelor of Commerce – St Joseph Evening College, Bangalore 
(2005-2008) - Finance, Business Management, Taxation, Audit & 

Management Accounting.

· Pre-University – St Joseph Evening College, Bangalore (2003-2005) 

· S.S.L.C – St. Joseph Indian High School, Bangalore (2003)
Work Experience  - 7 years of total experience in India
Fidelity Business Services India Pvt Ltd. 
January 2013 - September 2015 – 2years and 8 months
Process Analyst – US Retirement Plans 

· Supporting project managers in creating documents for 401 (k) service set ups where in turn take sign off from clients per ERISA rules and regulations.
· Domain knowledge in Qualified and Non – Qualified plans.
· Transitioned new process called eReview which is Model Portfolio Recordkeeping Services (MPRS) providing legal review for risk investment.
· Cross trained eReview process for the team.

· Process Monitoring and Process improvement where initiated.
· Weekly Management Reporting on Volumes and Projects were published.
· Time Management to ensure all assigned job are completed at turnaround time (TAT).
· Quality check on process to maintain 100% Turn Around Time (TAT) and to moderate error.
· Understanding the processor knowledge gaps, time to time training was provided in order to maintain accuracy in output.
· Audit on External Quality Analysis team and reporting to management summarizing Valid, Invalid, Partners on QA errors.

· Weekly calls were initiated with partners and discussed the knowledge gap or new update which in turn helps to increase the process domain and exhibit in our process and resulting client satisfaction.
Main Achievements:
· Drafted & Certified Standard Operating Procedures (SOP) and streamlined the process. Initiated process improvements to make process better and avoid duplication.
· Cross trained to stock investments where client wants to add or remove funds from investment plans.
· Additionally got trained on Employee Fees & Expenses Notice and Fund Performance.
Award and Recognition:
· Received Raise a Toast award for providing additional 10% on utilization and production and constantly keeping green in metric.
· Awarded You Earned It (YEI) award for outstanding performance for multi-tasking.
Accenture 

April 2011 - January 2013 – 1 year and 8 months
Senior Associate – Accounts Receivables :
· Worked for UK based clients Pegasus and Eversheds.
· To ensure follow ups on all outstanding invoices are tracked accurately.
· Make sure all queries are actioned and follow-up is done to resolve the issue within 24 hrs.

· Identify the Disputes in early stages before invoices getting due and mark dispute code accurately and resolve the disputes within 5 working days.

· To maintain aged invoices within less than 5% of my portfolio.

· Circulate aging report based on aging brackets.
· Adherence to proper process controls is incorporated to avoid any error free in the follow-up processes.

· SLA's (Service Level Agreement) are met relating to Collections/Cash Applications & query management are tracked and met on a regular basis.

· Work with Cash management team, in tracking the invoices to reduce unapplied cash and Suspense cash.

· Tracking Productive through time tracker and reported to management.
· To ensure the follow-up status is reviewed and appropriate action is taken - to contact the client.

· Started managing both collections and billing activities to ensure work flow is managed very well.

· Portfolio management assignment is met by achieving 85% on average.
· In billing, worked in SAP for raising invoices and also in cash application for posting entries.
Additional responsibility:

· Doing Quality Check for the team, to make sure 100% accuracy is maintained.

· Updating Remittance and confirmation trackers received from DBS Finance on daily basis and reporting to management.

· Completed training on Cash Application and worked on Bank Reconciliation Statement, allocation of cash entries, clearing unapplied and suspense cash etc.
Rewards and Recognition:
· Received Employee of the month award for two months for reducing aged invoices by 78% & disputed invoices and processed 14% of total billing request for Q1.
· Received appreciations from Process owners and from Clients.
· Got Promoted from G2 to G1 level in a span of 6 months.
Unisys Global Services India 

June 2008 - April 2011 – 2 years and 10 months
Transaction Processing Analyst 2- Shared Service Center - Finance
· Worked for North American region clients.

· Responsible for billing maintenance for hardware and software products sold by Unisys.

· Invoice processing through Oracle 11 applications to make necessary system changes.

· Globe application to provide prices for 3rd party products and also in implementing the products.

· Processed order invoice for procurement.
· Developed pricing reports for the clients to know the future prices on quarterly basis. 
· Identified as a Subject Matter Expert in Service Pricing Module, a service agreement to review & sign off from the clients.

· As a part of Procurement / U-Act Project contributed towards reduction in backlog and increase revenue for the company.

Additional responsibility:

· Performed audits to ensure 100% quality is maintained.

· Review and Approved Process documentation for the team.

· Evaluated escalation calls and analyzed with the business partners.
· As a part of Warranty Expiration Project to identify the contracts which are going to expire and bill them in Maintenance which aims to generate revenue for the Company.

· Conducted on the job process trainings for new joiners.

Achievements in Unisys: 
· Awarded as the best performer for Quarter 2, Year 2009.

· Received appreciation from Clients and process owners.

· SOX Audit was initiated as a part of process development and reported process improvements in the process.
Declaration 
      I hereby declare that all the information furnished above is true to the best of my knowledge and belief. I will be faithful and loyally carry out the duties assign to me. 
 

Date:                                                                                               


