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CAREER OBJECTIVE:


To aspire and soar high in all my ventures and excel by working on challenging assignments. An attitude to explore my self with the help of technical knowledge, experience and my interpersonal skills, which is always a motivating factor for me and the organization I work for.

CAREER SUMMARY:

Having work experience of more than fourteen years in which,

· I  have worked as Deputy Manager-Regional Accounts with Cholamandalam MS General Insurance,
· As a Assistant Manager – Accounts with India Construction dot com,
· As a Sr. Executive – Finance in Wipro BPO Solutions Ltd.  
· As an Accounts Officer for Clover Technologies Pvt. Ltd. A 100% EOU Software development company.
· And as a Process Specialist (Accountant) with Infosys BPO.
WORK EXPERIENCE: 

1) Infosys BPO: 

Sr. Process Executive - From 17th Nov 2009 – 30th Sept 2014
      Process Specialist (Accountant) – From 1st Oct 2014 – 18th Sept 2015
      Job Profile
 
 (Accounts Payable)
· Handling all Vendor Queries

· Invoice Processing

· KPI Reporting for the entire team

· Distributing of work to the entire team

· Open Item Report for all the vendors.

· Vendor Account Reconciliation

(Payment Run)
· Preparing daily payment run for all the Vendors

· Preparing daily report for PPD loss.

(Network Finance)

· Creation of New Projects in SAP

· Releasing the funds and roll over of funds in the project

· Handling adhoc request and reports

· Month end Journal entries

· Balance Sheet Reconciliation

· PORB approval coordination

       (Achievements - Two projects implemented in AP, out of which one has been replicated in TMUS process and is currently under way to be implemented in Atlas Copco AP process.)

Other Activities
1. SOP Auditing

2. SOX Auditing

3. Internal Governance

2) Cholamandalam MS General Insurance:

     
 Deputy Manager – Regional Accounts. Pune From April 5th 2007 – May 26th 2009

       Job Profile 

· Overall in charge of  Operations, Accounts & Administration of 7 Branches

· Heading Maharashtra region excluding Mumbai & Goa with a team of 18 employees

· Setting up of New Branches in other cities.

· Recruitment of back office staff for Operations, front office & administration.

· In charge of all Cover Notes issued to branches.
· One point contact for all Accounts, Admin, HR & Operations related queries for HO.
· Preparing Reports for the entire Maharashtra Region.

3) Wipro BPO Solutions Ltd:

Sr. Executive – Finance. Pune. 3rd July 2003 – 30th Nov 2005

Job Profile 

·  Handling Salaries of the entire Pune Staff.

· Coordinating with Head Office (Delhi) for various Payouts

· Processing Claims and getting it reimbursed.

· Coordinating with various Processes for Client Billing as per Service Agreements

· Getting the PF / Gratuity / Insurance / ESI documents done.

· Responsible for Pune location Salary payouts.

· Processing and implementing Revised salary for payout.

· Making F & F settlement.

· Conducting Seminars for TL. Providing Information about tools used for Salary processing

· Processing of incentives paid to employees / Making necessary deduction.

Major Achievements

· Single handedly processed Salaries of 800 employees.

· Presently handling Salaries of 2800 employees with 2 reporties.

4) India Construction.com:

Assistant Manager – Accounts. 19th November 2001 – 30th June 2003

Job Profile 

· Responsible for managing accounts of twelve branches all over India. 

· Handling all Bank & Cash transactions.

·  Preparing funds requirement & utilization statement, 

· Statutory payments like provident fund, ESI, profession tax and TDS.

5) Clover Technologies Pvt. Ltd.:

Accounts Officer.  3rd December 1999 – 15th November 2001

Job Profile 

· Handling all Bank & Cash transactions.

· Operating of EFC A/c

· Raising invoices to Debtors

· Making payments to Creditors and salary payments.

· Statutory payments like Provident Fund, ESI, and Profession Tax & TDS.

· Handling import of capital goods (Customs & Excise and STPI Clearance)

· Preparing all monthly and quarterly reports (STPI & NASCOM)

· Preparing Costing and Budgeting on monthly basis.

Major Achievements

· Got Clover Technologies Pvt. Ltd. Registered under STPI & Customs bonding within a limited time frame.

· Completion of Backlog of accounts and online maintaining of Books of accounts.

6) R. J. Rosario & Associates (Chartered Accountant):

Accountant – 1st March 1998 to 31st August 1999

Job Profile

· Writing Books of Accounts.

· Preparing Profit & Loss A/c and Balance Sheet. 

· Filing of Income Tax Returns.

EDUCATIONAL QUALIFICATION: -

	· M.Com
	St. Vincent’s College of Commerce
	University of Pune. 
	Year 2001

	· B. Com
	St. Vincent’s College of Commerce
	University of Pune. 
	Year 1995

	· H.S.C.
	St. Vincent’s College of Commerce
	University of Pune. 
	Year 1992

	· S.S.C.
	Dastur High School
	Maharashtra State Board.  
	Year 1990


ADDITION QUALIFICATION: 

*    Diploma in Computer Programming through Bits Computer Academy.

1. MS Office 
2. Tally 
· Worked on SAP (Accounts Payable)
· Undergone Yellow Belt Six Sigma Training.

PERSONAL DETAILS:  

Date of Birth:
26th October 1972

Languages Known: 
English, Hindi, Marathi, Gujarati

