
CURRICULUM VITAE
Accounts Associate


Career Objective:
Obtain a challenging position and learn management skills with a growing company to achieve optimum utilization of its resources and maximum profits.
Experience:
MAERSK Global Services.




MAERSK Global Services - Accounts receivable process (AR).
Roles and Responsibilities:
· Downloading overseas customer’s bank statement.

· Processing invoices as per the standard operating procedure.

· Analyzing and acknowledging pending status of SPEC and reverting back to the concern collectors.

· Verifying and finalizing the SPEC.

· Intimating customer directly or via collector regarding payment.

· Tracking daily updates regarding payment, based on overseas collectors.

· Handling customer queries based on payment through emails.

· Updating metrics on daily basis & reporting to management.

MAERSK Global Services - Unbilled sales order (UBSO).
Roles and Responsibilities:
· Associating with the factors of issues regarding unbilled invoice procedures.

· Designated to go through NAM countries (United States and Canada) billing.

· Identifying the Unbilled sales order by Tool team.

· Downloading Unbilled sales order and rectifying it by GCSS and SAP Tools.

· Completion of tasks in 1-7 days to the maximum within 45 days.
ACS A Xerox Company 

Client - Renault Nissan

Roles and Responsibilities:

· Processing invoices as per the standard Operating Procedure.

· Preparing goods receipt note and validation of excise duty returns for the material in SAP.

· Vendor Invoice process and payment clearance in SAP.

· Quality check on daily basis, finalization of batches.

· Handling error invoices and getting new invoices from the supplier for process.

· Handling supplier queries regarding payment through calls and emails.

· Updating Metrics on Daily Basis & Reporting to Top Management.

Education:
MBA

Percentage secured: 71 % - 2010 - 2012

Priyadarshni Engineering College,

Tamil Nadu.
BCA


Percentage secured:  58 % - 2007 – 2010

Islamiah College 

Tamil Nadu.


HSC, St. Paul’s Matric. Hr. Sec. School

Percentage secured:  73 % - 2006 - 2007 
Tamil Nadu.
SSLC, Bharat matriculation School,


Percentage secured:  67 % - 2004 - 2005 

Tamil Nadu.
Technical skills:
Microsoft Office.




Tally,

SAP.

Windows XP & 2007.
Personal Information:
Date of birth


:
10 – 10 – 1989.
Gender


:
Male.

Passport


:
K5816768.
Nationality


:
Indian.
Languages


:
English, Hindi, Tamil & Urdu.
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