JOSEPH 
Assistant Manager – EY, F&A Trivandrum, India
Profile

A promising & dynamic Finance & Accounts professional offering over 15+ years of experience in Accounts Payable, Accounts receivable and Ledger Reconciliations (P2P, O2C & R2R) with proven skills-sets spanning accounts maintenance, reconciliation, MIS reporting, administration and people management.
Career Objective

· To implement standard systems & procedures, control costs, improve revenues, administer proper control & contribute substantially towards organization’s growth & profitability
· Built competence and achieve a managerial position in a professional company and work dynamically towards the success and growth of the organization
· Building a successful career in Middle East
Core Competencies

· Excellent interpersonal and customer service skills.

· Positive and logical approach to problem solving and Time Management.
· Highly motivated and respond to challenges with energy and enthusiasm
· Flexible and adaptable with ability to learn quickly
· Good Trainer with communication skills
· Sound Accounting Knowledge (Accounts Payables/Receivable, Claims, Debtors, Creditors, Cash, Bank reconciliations, Ledger Reconciliations, Customers relations, Payments)
Educational Qualifications

· Currently doing MBA from Sikkim Manipal University
· Bachelor of Commerce, Santa Cruz College, Kochi, Kerala, India - Mahatma Gandhi University, 1998

Computer Skills

· SAP, Oracle, MS Office, Tally, Lotus notes, Outlook
· MS SQL, Business Objects, RDBMS.
Others
· Yellow Belt certified on a 6 sigma project done in Payments Process with IBM.
Achievements in IBM
· Awarded as “Individual Champion” in May 2005 for demonstrating dedication, sustained performance and innovation in upholding IBM core business values. 
· Award for completion of One day Six Sigma training in March 2006
· Awarded as “Team Champion” on April 2006 again for demonstrating dedication

· Special Cash Award on 10th December 2007 for consistent performance and tenure spent in IBM BTO. 
· Awarded with “Gem” (Going the Extra Mile) award for extra ordinary performance and contribution to the team - on 14th December 2007.
· “Ovation Award” for the significant contribution made by the AP response team - on 15th February 2008.
· Selected and awarded as Top Talent for the year 2010

· Awarded with “Gem” (Going the Extra Mile) award a 2nd time for extra ordinary performance and contribution to the Process on 4th August 2010
· Recognition as Global Accounts Payable Employee of the Year 2010
Achievements in EY
· Awarded AP Process as High Performing Team in Q1 FY 2015-16
· 5 process improvement Ideas generated and 2 ideas selected for final round in Quarterly award
                     EY Global Shared Services, Techno Park, TRIVANDRUM, KERALA, INDIA
Assistant Manager – MENA F&A (Shared Services) (August 2014 till March 2016)
Looking after Finance Controlling team of F & A in EY Shared Services.  We do Accounting support for 17 locations of EY MENA region. Handling a team of 30 members in below mentioned areas of F & A functions.
· Accounts Payable – Invoices are received for the travel from 17 EY MENA locations.  These are validated and accounted through GFIS system (Oracle)

· Reconciliation of Bank statement vs GFIS posting vs Vendor statements
· Work on the variances appearing and close the reconciliation within timelines

· Handling of emails / queries relating to Invoices through Outlook mail box

· Perform Payment settlement and pass necessary payment Journal entries for all locations
· Preparation of EY Global Cost JV's and other JV’s – Various costs incurred by the Head office is recharged to respective EY locations by putting an entry into respective GL accounts of branch offices. 
· Preparation of JV’s for charge back the expense to HO account.
· Preparation of JV’s for Learning and Development, Partner’s Retirement cost etc. 
· Blackberry invoice process – Validation of invoices and posting the same into system. 
· BUPA insurance reconciliations – reconciliation of premium paid to BUPA insurance for the employees (approx. 4000 employees)
· Yearly Planning and Budgeting support by working with Head Office – estimation of various costs like salary for different levels of employees, Annual leaves, Holiday’s etc..
· MIS reporting team– Draw various reports like utilization report, working capital etc..on a weekly, Monthly and for Ad-hoc requests from GFIS Business Objects (BO) and circulating to various levels of management across MENA HO and Service lines
· Inter Firm reconciliations (MENA & Non MENA) – reconciliation for transaction between different locations. Passing of necessary AP and AR entries into respective books of the location after netting of the AR and AP.
· Time and Expense (T&E) – validation of various expenses (taxi, food, lodging etc) submitted by various employees across MENA offices by checking whether expenses are submitted as per Eligibility and Policy.  Auditing of bills submitted for claims and approve or escalate the same as appropriate and submit for payment through salary. 
· Payroll support for HO and Jeddah – Salary computations and final settlements. Providing administrative support for Epay support.
· LMS support – Leave Management system go hand in hand with Payroll support.  This function includes configuration of leaves as per individual MENA Policies, Annual leave carry forward and other configurations for Middle East & North Africa and India. Attend to the employees queries and perform year end activities.  
· Act as super subject matter expert and functional super coach for seniors and team members
· Responsible for reviewing the output of the team and seniors and responsible for the quality of output and be the last gate before the deliverables reaches the customer. 

· Handling customer escalations and putting measures & controls in place.
· Responsible for operations tasks like MIS reporting and day to day performance reporting.  
· Responsible for preparation and upkeep of team’s process documentation
· People development and performance management

ACS INDIA PVT LTD (A XEROX COMPANY), KOCHI, KERALA
Senior Team Lead – F&A Operations (May 2012 till May 2014)
Looking after Kochi Finance and Accounts of one of the Client based in France by handling team of 45 members in Accounts Payable and Accounts Receivable (Europe, North America and Mexico).

Responsibilities
· Accounts Payable Process for Europe, Asia Pacific and North America Regions – Scanning of the invoices received through Post / Courrier, Posting of Invoices into Oracle system after necessary validations.
· Accounts Receivable process for Europe, Asia Pacific and North America Regions – booking the receipts and pulling debtor reports in Oracle system
· Europe VAT / GL reconciliations – Drawing reports from Oracle and finding the anomalies and working with AP, AR and other team to fix the issues.
· Fixed Assets process – Booking of Fixed Assets, Additions, Retirements etc. 
Offshoring and Onsite travelling for below processes
Traveled to Clermont Ferrand, France for testing and migration of Accounts Payable process from Oracle V11 to V12. 
Remote transition of Accounts Payable, Account Receivable and General Ledger activities from Barcelona, Spain.

Supported Wave 1 transition of VAT reconciliation process from France remotely

IBM (International Business Machines), Bangalore, India
Assistant Manager – (IBM Singapore Internal Accounts) (March 2004 - May 2012)

Joined IBM as an Associate and organically progressed through ranks to Assistant Manager handling Ledger Reconciliations.  Handled Accounts Payable function of IBM Singapore from Bangalore location, India.  I have handled and later lead process like Invoice processing (GST & VAT tax), Invoice Auditing, AP response mail box, Claims, Vendor setup and Ledger Reconciliations in SAP system.

Duties in Invoice Processing and Auditing
· Was part of training for initial transition of invoice process from IBM Singapore and worked on preparation of process documentation

· Handled the Posting of invoices received from suppliers into SAP system with 100% accuracy & make sure that all invoices are posted into the system without delay.
· Processing Purchase Order and Non Purchase order invoices
· Monitoring / prioritizing the invoices received and allocate to the members accordingly
· Work with auditors and give necessary records for Peer review and Corporate audit which happened for the process

· Performing 100% audit on invoices posted by the processing team (28 check points) in SAP system

· Drawing and reviewing various audit MIS reports (7 reports) from SAP and analyze the invoices which are in blocked status and fix the issues to make the invoices ready for payment.  Have necessary supporting to support audit for Block removed on invoices
· Preparation and sending of queue invoice ageing report to management. Handling email through lotus notes of Accounts Payable Center (3 Global mail boxes) which is the bridge between customers and AP team
· Working with procurement / buyers to close the invoices in blocked status on invoice level.

· Preparing the list of invoice which are not posted into system due to issues and work with procurement / Vendors to get necessary details to post the same.

· Responding to SOX audit requests of auditors with necessary documentation

· Preparation of claims report and monitoring the claims / credit receivable from vendors

· Running dunning letters every Friday’s and sending to respective suppliers for the credit notes due to the Organization.

· Working with procurement and suppliers to transfer the debit balances from account of one division or location to another if there is inter firm transfers or sister concerns.

· Rising of adjustment / debit note request whenever required. 
Invoice Payment Process

· Daily Payment run in SAP for various divisions (7 divs.), both Manual and batch payments, arranging funds in bank by working with treasury. 

· Coordinating with the Bank and System team and solving the issues if there are any payment issues.

· Performing netting or settlement of payments for direct debit vendors for expenses like electricity, water etc.

· Cancellation or void payments if wrong payments are made or if any system errors in payment run and re-run the payments to suppliers.

· Preparing list of payments made to suppliers and submit to management
· Responding to payment related customer queries.
· Preparing Management Control reporting like SOD, Organization chart, Monthly & Qtly quality audit, Payment override measurements etc.., and reporting to management on monthly / Qtly basis
Bank and Ledger Reconciliations 

As an Assistant Manager I was leading a team of 7 members in Bank and Ledger Reconciliations process of IBM US & Canada
· Make sure Daily reconciliation between Sub ledger (SAP) and Main Ledger (DB2) database is done
· Follow calendar and Leger programs are triggered and adjusted during holidays
· Make sure Monthly Final Ledger reconciliations are done by analyzing the data and find the reasons for variances.
· Necessary Journal Entries are passed into the system for Bank charges and other unrecorded transfers or expenses
· Reversing the accrual entries passed into the system for the month.
· Print hard copies of reconciliations done, make sure necessary supporting documents are attached for the Manual Journal entries made and are uploaded in Accounts Reconciliation Management System 
· Accord Approvals in Accounts Reconciliation Management system.
· Support team and working on technical issues if faced by working with technical team while uploading the files to Accounts Reconciliation Management System
· Approve the charge or other adjustment journal entries prepared by team before posting it into SAP system
· Support Audits done on the reconciliation performed
· Make sure Balance sheet recons are closed timely and approve the same in Accounts Reconciliation Management System before the deadline
· Providing issue resolution and keep management updated timely
· Handling Queries relating to Ledger Reconciliations
· Have monthly call with Process Owner / Business controls and update on process status

Other Duties & Responsibilities
· Reviewing and providing supporting documents requested for audit purposes (SOX, FIC, Peer Review and Internal Audits) 
· Had prepared Knowledge management for various activities in the process & suggested innovative new ideas. 
· Responsible for handling team of Invoice Processing, Auditing, Payments, AP Help Desk and AP bank Reconciliations and ensuring the SLAs are met and consolidated process health matrix is reported to management on a day to day basis.
· Tracking issues occurred by system and people and working towards closing them appropriately with the concerned teams and documenting the Root Cause Analysis for future references 
· Supporting Year end activities 
THE  MUTHOOT GROUP, COCHIN
Assistant to Managing Director (February 2002 – March 2004)
· Act as follow-up mechanism to Director for all the works delegated by Director to any of the Staff members / Managers etc. 
· Preparing MIS reports
· Drafting replies to letters, emails, greetings, attending to telephone calls of Director and sending Quarterly News letters.
· Handling incoming and outgoing mails from various departments and outside office and Maintaining Directors office files / filing.
· Tour program bookings, other travel arrangements and calendar management of personal appointments. 
· Arranging for conducting meetings, preparation of minutes of the meeting and sending it to the attendees.
· Meeting people coming to Director's office.  Make negotiations with suppliers, contractors etc. 
· Looking after Director’s Files, pantry and Staff Pantry
· Handling the Confidential works entrusted by Director.
TIME PVT LTD, COCHIN

Accounts Officer (1999 - 2001)

· Maintaining the PF records and ensuring timely remittances of the dues and filing of monthly and annual returns 
· Handling overall accounting functions for the organization
· Maintaining Cash book, preparation of vouchers, registers etc. 
· Maintaining stock report  
· Preparation of official letters for Banks, Customers and Suppliers.
· Preparation of Salary statement, PF Reports for the employees
· Make sure that Royalties are paid by Franchisees as per the rates and agreement and account for it.
· Maintaining stock of Fee receipt books, arrange for printing and send of the same to Franchisee as and when required.
· Calculation and payment of Honorarium amount payable to lecturers
· Monitoring and collection of fee from the students on a timely basis.
Additional Information
Languages Known 
:
English, Hindi, Malayalam, Tamil, French (Beginner)
Date of birth

:
3rd September 1976
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