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CAREER ASPIRATION

Seeking a suitable position with an established and reputed organization, to further my career, while I earnestly and dedicatedly contribute to the growth of the organization with a combination of my skills, knowledge, experience and quick grasping skills.
STRENGTHS

· Execute all entrusted task with precision, honesty and willing to shoulder responsibility.

· Can work both, independently and with proactive team environment.

· Objective, oriented, innovative, enterprising and participative.

· Ability to learn quickly and great retention capability.

· Flexible and receptive to change.  

· Ready to take additional tasks

· Strong organization skills with the ability to work in high stress environment and to meet tight deadlines.
· Focused and dedicated towards achieving corporate goals.

EDUCATION
Master of Business Administration in Finance(MBA) from Sikkim Manipal University                      2016                                                  
Bachelor of Commerce (B com) from Kuvempu University, Shimoga                                                     2009

Diploma in Commercial Practice (3 years) from Board of Technical Education 


        2006
COMPUTER SKILLS 

· SAP, Tally 9 & NetSuite
· MS Office (Word, Advanced Excel, PowerPoint, Internet Explorer and outlook)

· Desk Top Publishing
EMPLOYMENT HISTORY
The Sharjah Environment Company LLC – Beea’h                                                  
Administrator – Accounts Payables                                                                   June 2015 to December 2016
· Accepting Invoices after verifying supporting’s documents. 

· Follow-ups for service confirmation (Service Entry & GRN) with internal departments.

· Matching Invoices against Purchase Orders.

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

· Processing vendor payments as per approved request through electronic transfer/cheques and informing vendors.

· Preparing and carrying out monthly payments runs.

· Track expenses and process expense reports.

· Preparing vendor payment summaries and updating Manager. 

· monitor accounts to ensure payments are up to date

· Reconcile vendor statements, research and resolving discrepancies

· Processing utility payments

· Collaborate with auditors during the Audit process.

· Assisting in month end closing

· Maintain files and documentation thoroughly and accurately, in accordance with company policy and accepted accounting practices

ITC Limited – Bangalore 
Accounts Supervisor                                                                                                         July 2009 to April 2012 
· Scrutiny of accounts-day to day entries, ledger monitoring. 

· Monitoring daily bank transaction, monthly reconciliations of bank accounts. 
· Preparation of cash flow & fund management.

· Monitoring accounts of Account Payables.

· Timely budgeting and comparison of actual to budgets, reports on variances, to prepare financial reports. Reporting to accounts Manager on monthly basis on all financial report.

· Control and management of accounts payable of import as well as local Suppliers, checking monthly supplier.

· Preparation of audit schedules & Handling cash expenses and daily reconciliation of cash.

· Monthly & quarterly Closing, making provisions, in line with policy depreciation and unexpired expenses entries etc.

· Maintaining, monitoring records of all utility and rent payment.

· Handling All the Bank A/c’s, correspondence with all Banks.

· Maintaining Supplier’s account reconciliation.

· Handling General administrative work, payroll & Preparing & issuing cheques.
Heidelberg Prominent Fluid Controls (I) Pvt. Ltd
Accounts Assistant                                                                                                    October 2006 to June 2009

· As an Accounts Assistant: Responsible for processing payments.
· Daily financial operations. 

· Maintaining & Managing Ledger Accounts of all expenses review and streamline unnecessary expenses.

· Monitoring daily bank transaction, monthly reconciliations of bank a/c’s.

· Control and management of accounts receivable and accounts payable, checking monthly supplier & customer aging report and Scrutiny of GL accounts.

· Preparation of Quotations & Bills.
· Scrutiny of accounts-day to day entries, ledger monitoring on weekly basis. Supervision over the work of other team members. Timely budgeting and comparison of accounts to prepare financial reports.

· Interacting with Sales Managers and Customers and sending quotations.

· Follow ups for payments, C-Forms, and Road Permits.

· Handle all correspondence to Banks, Suppliers & Debtors.
· Reporting sales figures to Head Office by using SAP.

· Handling Petty Cash &Processing payments.

PERSONAL DETAILS

A young, energetic person whose interests are in reading, music, playing Outdoor games and Traveling. I am fluent speaker in English and few local languages like Hindi, Kannada, Tulu and Konkani. 
Nationality

          
:         Indian 

Date of Birth

           
:         21st September 1984

Marital Status


:         Married

Place of Residence

:         Sharjah
Visa Status


:         Employment Visa

Driving License


:         Holding a valid UAE license
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