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Personal Profile
Marital Status: Married
Languages Known:

English / Hindi / Marathi / Tamil

	Babu.345495@2freemail.com
Career objective 

To be a part of a Global Challenging Company which offers professional development & growth potential to further build upon my Academic training & experience to benefit the Employer and advance my Career.

Professional Experience
· Etihad Airways Ltd., Abu Dhabi
Accounts Payable ( July’2016 – till date)
Designation: Accountant. (Contract)
            Job Profile:
· Responsible for Invoice processing and their payments in SAP ERP.
· Playing an important role in migration of process from Oracle to SAP ERP.
· Ensuring payment of invoices is completed within the timely manner in accordance to the payment terms.
· Processing Credit Memos, Travel Expenses & Claims
· Communicating with both External as well as Internal customers/suppliers to resolve queries.
· Responsible to meet the TAT, to ensure the deliverables are met by SLA parameters.

· WNS Global Services Pvt. Ltd. 
Sabre F&A-AS-Reservation Billing Team (Mar’2014 – May’2016)
Designation: Asst. Manager 

            Job Profile:

· Team Management of 15 FTE’s, their daily SLA’s & activities.

· Timely submission of Operations Review/Report to Clients.

· Coach, help, develop Team members, and maintain healthy dynamics.
· Conducting performance appraisal for Team.

· Analyze/Generation of MIS, SLA, Dashboard, Attendance & Incentive reports
· Coordination with SME’s globally, to get the team queries resolved.
· Managing & Co-Ordination with Team Members and ensure that every task is completed with accuracy, within the SLA. 
· Make sure all process audit reports are in place (Desk, Quality, IT reports)
· Train new joinees and share updates with Team if any
· Capability and flexibility to manage other assigned task to support the process/project deliver KPI/SLA.
· Motivating team through effective management, career development & implementation of reporting mechanism.

· Work with manager to develop/implement action plans to achieve desired performance levels.

· Leadership to find out complete root cause & fixing the problem.

· Attrition Control.

· Addressing client’s complaints and escalations and thereby acting as a first point of contact for them.

· Regular agenda driven meetings, conference calls/reviews and ensure key issues, concerns and success are highlighted.
· Work with Quality team to identify the gaps and plan development for the future


	
	· WNS Global Services Pvt. Ltd. 
Sabre F&A- Accounts Payable (Nov’2010 to Feb’2014) 
Designation: Sr. Analyst 

Job Profile:
· Processing vendor’s approved invoices and JV’s

· Processing payment vouchers through SAP & DB site 

· Checking three way matching process before processing and payment.
· Handling any queries regarding payment & invoices or reporting through Email & Call.

· Maintaining vendor creation and any vendor updating details.

· Generation of MIS, SLA reports.
· Maintaining Duplicate Report on monthly basis

· Maintaining Open Item Report (Aging Report) on weekly basis
· Coordination with SME’s globally located to get the queries resolved. 

· Capability and flexibility to manage other assigned task to support the process/project deliver KPI/SLA.
· Orange Business Services (Equant) France Telecom Group
Integration Service Dept. (May’2005 to Nov’2010)
Designation : Team Coach – Global Contract Administrator
Job Profile:

· Being a Subject Matter Expert (SME) to all Global Requestors
· Team Management of 25 FTE’s & their daily activities.

· Administration of contract databases & maintenance of accurate records, to ensure compliance and measurement, & MIS Reporting
· Liaison with Client Managers and Service Operation Managers, as well as all other divisions in the supplier/customer relationship to provide on-going contractual support.
· Audition of Red Carpet Customers (SITA) maintaining 99% accuracy data. 
Updating Client Contracts & renewal contracts as per the agreed contracts
· Co-ordination with Project Manager & Requestors globally to get the queries resolved.
· Ensuring that the data in the ATLAS & CLARIFY CRM system meets service and billing commitments.
· Managing & Co-Ordination with Team Members and ensure that every task is completed with accuracy, within the SLA. 
· Co-ordination with Local CA’s, IT&S, SAB & IT (CAS) Team through Conference Call to meet Customer satisfaction 
· Co-ordinate with Billing Team to ensure the order received is processed with 100% accuracy without any mismatches before the invoices is generated.
· Ensuring team objectives are in line with the business and any transformations which may be required need to be accomplished supporting business objectives.
· Personally coach, train and mentor direct subordinates through training and quality management activities.



	
	Essar International
Formatting Dept. (July’2004 – April’2005)

Designation: Team Leader
Job Profile:

· Team Management of 40 FT’s & training of project process to Team members.

· Delegation of PDF files to team members for conversion in Doc.
· Scrutinizing the data & running queries & check the accuracy to meet customer needs.

· Verification and quality checking of the processed Doc. Files.
· Reporting and submission of the processed files to the Project Manager.

· Scrutinizing day to day activities of Team Members.

· Maintenance of Candidates Database.

· Dun & Bradstreet India Services Pvt. Ltd
Data Mining Dept. (Jan ‘2004 – Jun’2004 – Contract)

Designation: Operation Associate

Job Profile:

· Extraction & processing of the data from Client website and storing it in MS Access Package.

· Comparison of the newly processed data with the old database.
· Auditing the information provided from Client Database.
Quality checking, & reporting to Team Supervisor
Academic Qualifications
· Passed B.com from Mumbai University (2002-03) securing Second Class.

· Passed H.S.C from Mumbai Board (1999-00) securing First Class.

· Passed S.S.C from Mumbai Board (1996-97) securing First Class 
Technical Knowledge

· Certification in Diploma in Software Management from CAT Education, Mumbai.

· Certification in Government Typing Examination 50 w.p.m with 98 % accuracy.
Achievements

· Achieved Shooting Star Award in WNS.
· Achieved Shining Star Award in WNS.
· Achieved Quick Learner Award within six months.
· Achieved Client appreciation for billing number of customers within respective SLA and TAT.

Personal Attributes
· Able to project, manage, delegate and operative effectively.
· Self managed and can drive own high level of activity to get the job done.

· Able to anticipate & recognize concerns, issues, problems and suggest solutions.

· Calm under pressure.

· Embracing challenges and hungry to learn.

· Always willing to help other less experienced team members with workloads


	
	Strengths
· Excellent leadership qualities and managerial skills with the ability to promote a positive and productive work atmosphere.

· Conceptual thinker with strong analytical and problem solving skills to effectively handle complex challenges.

· Ability to handle multiple tasks simultaneously in a fast paced environment with a strong focus on Customer satisfaction.

· Good verbal & written communication and interpersonal skills, with the ability to quickly learn and build business relationships at all levels.

· Extensive experience in working under pressure while having many immediate tasks to prioritize and complete within timelines.
Profile Statement

· Technically skilled and excellent attention to details coupled with strong organizational skills ensuring a streamlined and efficient process. 
· A competent professional with more than Eleven years of experience in Operations, diversifying in Data & Billing areas. 

· Close attention to details and problem-solving skills. 
· Proactive approach evident in extensive upgrade of control procedures and improved audit results. 
· Proven ability to establish good working relationships with diverse clients and service providers.
· Proficient in MS-Office, SAP, Oracle, GT-Bars, Primavera and MIS.
Place : Mumbai

Date: 
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