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RESUME


                                                                                       
JAYANTA
E

nterprising, hard-working and technically skilled PRPOFESSIONAL known for accuracy, attention to detail and timeliness in managing disbursement functions for diverse-industry employers. Backed by solid credentials (PGDM in Finance) and proficiencies in generally accepted accounting practices as well as MS Office.

Key Skills & COMPETENCIES

	· Well versed in Financial principles, procedures & practices

· Invoices/Expense Reports/Payment Transactions

· MIS Reporting, Sales Analysis
· Vendor Negotiations & Management.
· Self-Motivated and ability to multi task.

· Effective delegation & conflict resolution. 


	· Excellent written and verbal communication skills

· Highly trustworthy, discreet and ethical

· Organizational & Time Management Skill

· Teambuilding & Staff Supervision

· Spreadsheets & Accounting Reports

· Financial analysis and cost cutting.

· Passion for the position and the industry




	Summary of Skills and Experience


· Overall work experience of 5.7 years including 3.6 years rich experience in UAE with the well reputed multinational firm.
· Cross-functional experience in Ecom Sales Analysis Report for the Management
· Preparing accounting payables & receivable management and maintaining various reports.
· Excellent communication & analytical skills with experience of working in computerized Environment.

	Organizational Experience


Landmark Group , UAE                           
  Finance Coordinator

              Nov’12 – May 2016
Awc India Pvt Ltd, India                             Accounts Executive


    Jun’11 - Oct’12
DLF Estate Developers Ltd, India                Accountant 


              Aug’07 – April’09
	Professional Experience


Since Nov’2012: Group, Dubai – UAE as Finance Coordinator
The largest retailing company in Middle East with brands like Shops LLC (Ecommerce), Lifestyle, Home Centre, Splash, Baby Shop, Shoe Mart, New Look etc. It currently operates over 1500 stores across the region with a retail presence in China as well. In addition to its retail sector, the Group has also diversified into leisure, food, hotels & electronics & has created a comprehensive infrastructure including its own logistics and distribution division, to support its retail operations & other business. The group achieves turnover in excess of US $ 6bn. 

As a financial coordinator, my role is to primarily support our fast growing eCommerce venture, LandmarkShops.com. As a secondary role, I support our non-eCommerce digital initiatives for the group for brands such as Centre point, Baby shop, Splash, home centre, Emax and so on.
CURRENT JOB PROFILE  

· Preparing & presenting the eCommerce daily, weekly & monthly sales analysis report for the management. 
· Maintaining the variance analysis with departments.

· Preparing MIS reports on a monthly and quarterly frequency for the management.
· Preparing Expenses Schedule prior the submission of MIS Report
· Maintaining of monthly schedules for controls.
· Responsible for Asset Capitalizations.
· Working on payroll activities with HR and Payroll Team for month end closing.
· Preparing weekly, monthly bank reconciliation and Monitoring, controlling and analysis FX transactions. 
· Primary review of Capex submissions from and Capex inspection;

· Work closely with the Head of Finance to plan workloads during planned and unplanned absences.
· Attended audit meetings and coordinated with the Auditor in the finalization of accounts and timely completion of Audit procedures.

· Handling self-correspondence with all business clients, bank, Legal Advisor and the public relations department as part of general office administration.

· Analyzing the GA data for the management and finding out the variance in between GA revenue and actual

· Processing Systems Migration and upgradation

· Preparation of monthly cost allocation for the management.

· Leading and supervising the team members

· Ensure that relevant supporting documents of daily transactions are completed and have been verified with the respective stakeholders.

· Assist the Head of Finance in all stages leading to the preparation of all monthly financial reports and analysis along with various calculations and formula creations.
· Work closely with senior stakeholders.
· Reviewing and verifying accuracy of any finance data received and/or forwarded
· Preparation of all type of reconciliation statements and dealing with related matters.

· Reviewing and verifying accuracy of any finance data received and/or forwarded

· Work closely vendors such as  logistic, payment gateway and hosting partners for payment and reconciliation matters.
· Provide accurate and effective document preparation and records management relative to the accounts payable function in accordance policies and procedures.

· Build trusting relationships by acting with integrity, courtesy, and responsibility, even in the face of stress or demanding workplace conditions.

· Ensure that prepayments made to suppliers are followed up and appropriately cleared in the system.

· Research and recommend programs, policies and procedures to improve the effectiveness and efficiency of the accounts payable function.

· Responsible for Preparing Monthly Provision Analysis Report.

· Processing Payments to Associate Companies & all Suppliers /Service providers within established time limits

· Pending LPO list for making necessary provision.

· Analyse and maintain the detail break-up of expenses at the lowest level possible

· Tender Entry posting in multiple ERP applications.
· Analyzing & Reporting payment gateway management with manual refunds fraud monitoring.
June’11 to Oct’12: Awc India Pvt. Limited, Delhi–India as Accounts Executive.
AWC Facilities Management India Pvt. Ltd. is the leading provider of engineering services and integrated facility management solutions in Malaysia, and rapidly expanding in Singapore and the Middle East
Job responsibilities:

· Processing Payments to Associate Companies & all Suppliers within established time limits

· Review all invoices for appropriate documentation and approval prior to payment.

· Responsible for cash management & Making as per schedule.
Aug’07 to Apr’09: DLF Estate Developers Ltd., Delhi–India as Accountant.
DLF has over 60 years of track record of sustained growth, CUSTOMER SATISFACTION, and innovation. The company has a unique business model with earnings arising from development and rentals. 
Job responsibilities:

· Reconciliation of Debtors Accounts & Creditors Accounts
· Responsible for cash management & Making as per schedule.

· Responsible for Preparing Monthly Provision Entry
· Compile & Analyse the financial statements and records.
	Academic, IT Credentials & Personal Details.


Professional Snapshot:-

PGDM (Finance & Marketing) passed from DCSMAT BUSINESS SCHOOL, (AICTE Approved, and KERALA) in 2011.
Academic Details:- 
BCOM (ACC Hons) Passed from UTKAL UNIVERSITY (ODISHA) in 2007.

IT-Skills and Experience:- 

Operating System             - Experience in using Oracle Financial (11i & R12) 

                                       Tally ERP, IBM Certified Professional, Ramco Professional
MS Office                        - MS Word, MS Excel, MS PowerPoint, Windows 8 Others.
PROJECT EXCUTED:- 

Project Title: –                      “Study of Brand Awareness of Chilled Beverages
 in Siliguri Market”
                        Company: –                          HINDUSTAN COCA COLA BEVERAGES PRIVATE LIMITED

Duration: –                           4th May 2010 to 1st July 2010
EXTRA-CURRICULAR ACTIVITIES:-
· Member of Management Committee, LUMINANCE: 2009 - All India Management Fest conducted by DCSMAT Business School and Coordinator of Game Committee in LUMINACE 2010.

· Represented my college at the 10TH DC INTERNATIONAL BOOK FAIR and participated in Exhibition Stall Management.

Personal Minutiae:- 
Date of Birth                           :  7th June 1987                Sex/ Marital status                :  Single

Nationality                              :  Indian                          Language Known
                :  English

Visa Status


      :  Employment Visa           
DECLARATION:-
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 I hereby declare that the above-mentioned information is correct up to my knowledge and bear the responsibility for the correctness of the above particulars.[image: image1.png]
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