	Shaik 
Shaik.326219@2freemail.com 



                                      [image: image1.jpg]



OBJECTIVE:

Seeking a Finance & Accounts position with a progressive employer where I can contribute to the development with latest trends and work with bright, committed people that dynamically work towards the growth of the organization and gain satisfaction thereof.

PROFILE:

· 6+ years of experience in handling Accounts Payable in SAP at Hyderabad India.

· Have a Master Degree in Business Administration (MBA) & Degree in Commerce (B.Com.).
· Having full exposure in Bank Guarantee, LCs, Invoice Discounting, Cheque discounting.
· Bank Reconciliation Statements Preparation of IDBI and HDFC.
· Well-versed in SAP, Tally, Peachtree, & MS Office.
· SAP application module: FI (financial accounting),SAP application release: SAP R/3(ECC 6.0),
· Have excellent planning, analytical & problem solving skills.

· Strongly commercial with excellent communication and influencing skills.

· Energetic and capable of working independently and a good deal of autonomy.

· Have excellent time management skills & can meet the deadlines without compromising on quality.

· Energetic, enthusiastic with great attention to details.

· Excellent spoken & written skills in English. Urdu & Hindi
· Highly reliable & can prioritize and organize tasks.

	PROFESSIONAL EXPERIENCE :


Company      : Bevcon Wayors Pvt Ltd.                    
        Aug 2010 to Sep 2016

(Manufacturing Industry of Mining and thermal power plants).Hyderabad, India
Designation
: Senior Executive as End User on SAP
Responsibilities Handled
: Creation of Vendor Account Groups, creation of vendor master and posting at vendor transaction ( Invoicing posting, payment postings, raising a debit memo),Creation of payment terms, Setting for advance payment (Down Payment) to parties and clearing down Payment against invoices, setting of automatic payment program, Cash discount  Vendor handling support in Vendor data Accounts, support in SAP FI Accounts, preparing cash voucher, write letters to vendors, maintain complete data and voice correspondence, forward complaints to technical persons, overall communication coordinator 

JOURNAL VOUCHERS AND TRAVEL MANAGEMENT:
· HR Bills & Consultancy Bills Verification & Accounting.

· Employees Tour and Site Advances deposits Weekly Basis.

· Reconciliation of Employees Accounts.

· Branches Imprest Bills and Admin Bills Verification & posting.

· Branches and Guest House Rent Payments Monthly Basis.

· Employees Tickets booking (flight Train and Bus).

· Staff Mobiles bills Reimbursement & TA Bills Verification & Posting with respective of Project Code and relevant cost and profit center.

· Salary JV Verification & Processing.

· LTA, Salary Advance Processing.

· Posting Entries of Contractors and Rent, professional, Salaries VAT and Service Tax Entries Accounting with exact cost and profit Centre and Segments.

· Contractors and Employees SAP Codes Creation.

· Debit or Credit Note Follow ups.

· Sometimes going to banks, Factory and any others places.
MIS Responsibilities
:
· Involves In periodic financial audits to streamline the processes and procedures.

· Closely works with external finance consultants.
· Records the loop holes/errors found at the time of such audits and works effectively along with the team to rectify the same.

· Follow-up with other departments against pending Employee clearances.

· Going to audit office close to pending issues.
Management Responsibilities
:
· Sundry Creditors Invoice Verification.

· Preparation of Debit Notes for short supply and rejected items.

· Vendor Account Reconciliation & Bill Wise Adjustments.

· Preparation and posting of Journal Vouchers.

· Verification of Expenditure Bills and Traveling Bills.

· Repairs & Maintenance Bills Verification.

· Stationery, Electricity, Water, Telephone, Vehicle maintenance payments with Internal Controls, 

· Ensured timely payment of all vendors invoices.

· Rectified and escalated accounts payable issues from employees and vendors.

· Foreign itinerary verification and processing bills. 

· Daily Interaction with vendors, Contractors, Employees.

· Coded the general ledgers and process vendor Invoice payment.

· Preparation of various accounting reports, Creation of PO.
	ACADEMIC PROFILE:


· Master of Business Administration from Osmania University, India
· Bachelor of Commerce from Osmania University, India.
	FUNCTIONAL SKILLS AREA


· Invoicing | Liability | Tax Returns | Monitoring Payments |

· Data Entry | Emailing | Working with vendors |

	STRENGTHS :


· Excellent communication skills in written and verbal both.

· Strong motivational and leadership skills.

· Ability in working with team as well as individual.

· Ability to produce quality result in pressure situation
	TECHNICAL COURSE :


· Operating System (Working 2007, XP, Vista)
· Accounting Packages (Tally 9.2, Advance Excel)
· DIPDE (C,C++,FoxPro MS Access)
· English typing speed 55 words per minute.
	PERSONAL PROFILE:


· Date of Birth



:

14th of June, 1985.

· Gender



:

Male.

· Marital status



:

Married.

· Nationality



:

Indian.

· Linguistic



:

English, Hindi, Telugu.

· Blood Group



:

0+ve.

· Hobbies



:

Painting, Cricket.

· Place of Birth



:

Hyderabad, Telangana. India.

· Visa Status



:

Visit Visa till 20th January 2017.
Declaration:

            I hereby declare that the information furnished above is true to the best of my knowledge.

               With this background, I am confident that I shall do justice to the job entrusted to me with a great sense of professionalism and enthusiasm. Should I be given a chance I am sure to be of help to your esteemed organization.
 2 of 3

