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Financial Accounts Executive 


6+ years’ of experience in delivering optimal results and business value in high growth environments.

PROFILE SUMMARY

Result-oriented professional with experience in managing accounting systems, and office administration. Expertise spans from preparing financial reports that include income tax statements, balance sheets and analyses of future earning and income. Exceptional overall business perspective, I demonstrated ability to exceed goals and provide valuable financial advice throughout my professional tenure. 

Forward thinking change agent capable of strengthening corporate cultures, managing MIS / accounts systems, and implementing the procedures and policies.Demonstrated track record of consistently combining financial leadership with sound business practices to ensure improved bottom-line while simultaneously focused on customer satisfaction. Deft in developing procedures and service standards for business excellence. Immaculate work habits with excellent man / time management and leadership skills.

CORE COMPETENCIES

                   Accounts Management
Client Management

Financial Acumen

Team Management

Training and Development

Financial Reporting
General Administration

Quality Assurance

Budget Forecasting

Technical Acumen: Tally 7.2, Tally ERP. 9, (3.7 V), QuickBooks, MS Office Suite

ORGANISATIONAL EXPERIENCE
Globe Bargains SDN BHD, Malaysia 
                           

                                                                             Nov’15 - Oct’16
ACCOUNTS & SALES EXECUTIVE

Sales Management:
· Responds to all Inquiries, Cancellation Requests, and Sales Requests within Specified timeframe.
· Performs Collection activities as required.
· Effectively maintains and retains existing customers by building long-term relationships.
· Self-motivated and able to work independently.
· Maintained Relationships with key stakeholders with respect to updating relevant data and producing reports responding to ad hoc queries.
· Accounts Management:

· Working with spreadsheets, Sales and Purchase ledgers and journals.

· Preparing statutory accounts.

· Calculating and checking to make sure payments, amounts and records are correct.

· Sorting out incoming and outgoing daily post and answering any queries. 

· Managing petty cash transactions. 

· Maintained accounts in SQL Software for monthly financial reporting; ensure it supports the figures, such as invoices and receipts, for auditing purposes and also provide data to the client on timely basis.
Marketing Solutions & Services Private Ltd, Bangalore
         
                           

                               Sep’12 - Aug’15
ACCOUNTS & ADMIN EXECUTIVE
Accounts Management:

· Handled the day to day payment and reconciliation; was responsible for monitoring and overseeing timely and accurate reconciliations of vendors and banks accounts 

· Implemented the accounting and budgetary policies related to income, expenses, payable, and receivables

· Maintained and coordinated the implementation of accounting rules, regulations, and control procedures

· Directed the preparation of streamlined yet high quality and accurate financial statements, schedules and reports

· Analysed financial information and prepare financial transaction reports such as MIS, material breakup cost item wise, stock ledger. Identified, and drove the execution and enhancements to the management information, financial procedures and decision making policies across the firm

· Monitored and reviewed financial information and related system reports for its accuracy, completeness and compliance to statutory obligations

· Maintained accounts in QuickBooks for monthly financial reporting; ensure it supports the figures, such as invoices and receipts, for auditing purposes and also provide data to the client on timely basis.
Administrative Management:

· Managed the relationship between an organization and its employees appropriately; provide prompt response to the employee queries - ensure timely disbursements of salaries
· Ensured proper manning at site with proper uniforms, grooming and good manners

· Managed the financial budget for the organization in ordering stationary, handling transport, petty cash, housekeeping, and supplies

· Maintained relationships with key stakeholders with respect to updating relevant data and producing reports responding to ad hoc queries

· Maintained inventories, stock report, inward and outward GRN - generated delivery of invoices, monthly stock verification, and reconciliation.
Shivina Manufacturing Co. Ltd, Hong Kong / China 


         
     

         
               Jan’10 - Aug’12 

ACCOUNTS EXECUTIVE



Highlights:


· Ensured a precise and comprehensive view of the financial position is reflected on the balance sheet

· Submitted reports to management on how well accounting policies were working and suggesting  key areas of improvement

· Managed financial governance, guidance and resource activities including: accurate planning and recording of forecasts and deliverables; identifying and challenging variances; monitoring and reporting on progress against budgets and targets; and escalating issues where necessary

· Prepared statutory accounts - worked with spreadsheets, sales, and purchase ledgers and journals

· Ensured there is a clear record of financial transactions (income and expenditure) in accordance with organizational and tax authority requirements

· Ensured there was a clear record of financial transactions (income and expenditure) in accordance with organizational and tax authority requirement.
ACADEMIC DETAILS
· Bachelors of Business Management (BBM), NIIBMT Institute, New Delhi, 2011
· Diploma  Computer Science , Mangalore University , 2008
· P.U.C., St. Mary’s College, Shirva, India, 2005
· S.S.L.C., St. Joseph High School, Belman, 2003
ADDITIONAL INFORMATION

Languages 

English, Hindi, Kannada, and Chinese
Date of Birth                         24-07-1987

Visa Status                           Visit Visa
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