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SMITHA                                    

Email
: smitha.368906@2freemail.com                                                   
                                
EXPERIENCE SUMMARY: 
Finance & Banking Professional with a work experience of more than 9 years and post-graduations in MBA (majoring in Finance) & M.Com (majoring in Accounting & Taxation). 
Work experience includes business analysis and quality control projects in banking at a managerial level with reputed organizations such as Al Futtaim Pvt. Ltd., U.A.E., Maersk Global Service Centre Pvt. Ltd., Avaya India Pvt. Ltd., Citigroup Global Services Ltd. & ICICI Bank Ltd.

CAREER OBJECTIVE:

Continue to pursue a challenging career in the field of Banking and Finance while making a strong contribution to the organizational goals through continued development of professional and personal skills.


ACADEMIC QUALIFICATIONS:

· Currently pursuing ACCA – Mid-Foundation level 
· MBA (Finance) from Symbiosis University 

· M.Com (Accounting & Taxation) from Pune University

· B.Com. (Banking) from Bharti Vidyapeeth University

PROFESSIONAL CERTIFICATIONS & TRAININGS:

· Overview Training in FI /CO module of SAP (4.7 version)

· International Computer Driving License certification



· Training in SAP - In-House Cash module

· Tally Version 9
I.T. SKILLS:

· Microsoft Office – MS Word, Excel & PowerPoint
· SAP R/3 Version 710 release
· Citi Direct and Citi File Exchange Online Banking System
· Finnone, Siebel & FCRM for Banking Operations 


EMPLOYMENT DETAILS:
Aug 2013 till Aug 2014      Al Futtaim Motors, Ajman, U.A.E

                                       Position: Branch Cost Clerk cum Cashier & Administration
Feb 2012 to Jan 2013
Maersk Global Service Centre Pvt. Ltd., Pune


Position: Assistant Manager - 2 (Business Control) 

Apr 2008 to Feb 2012
Avaya India Pvt. Ltd., Pune


Position: Assistant Manager - Cash & Banking

Oct 2007 to Mar 2008
Citigroup Global Services Limited, Chennai


Position: Processing Officer
Nov 2006 to Jun 2007
Maersk Global Service Centre Pvt. Ltd., Pune                         Position: Processing Officer (Finance & Accounting)
Dec 2003 to Jul 2006
ICICI Bank Ltd., Pune & Kochi

                                                                                   Position: Customer Accounts Manager - Retail Asset Banking Operations                                       

REWARDS & RECOGNITIONS:

· Received awards for outstanding work performance from Avaya India Pvt. Ltd., Pune in May 2010 and January 2009

· Awarded promotion to Super User Level (Technical Expert) from Maersk Global Service Centre Pvt. Ltd., Pune in May 2007

· Received award for outstanding work performance from Maersk Global Service Centre Pvt. Ltd., Pune in March 2007

· University Gold medallist for B.Com from Bharti Vidyapeeth University, Pune.


EXPERIENCE & JOB PROFILE:
1) Al Futtaim Motors, Ajman, U.A.E (August 2013 to August 2014)

· Worked as Branch Cashier in Al Futtaim Motors – Toyota Service Centre in Ajman, U.A.E to collect cash/credit card payments against cash invoices, verify credit limit, release invoices to credit customers, maintain timely deposit of payments received & petty cash maintenance. 
· Also, worked as Administration Assistant at Ajman branch of Toyota Service Centre
      Key Responsibilities for Branch Cashier:-
· Receive cash / credit card payments from cash customers & receiving cheques from credit customers and posting in the AR system to ensure proper allocation for the payments received in respective branches.
· Receive advance payments (cash/cheques/credit cards) from customers & post the same in system.
· Reconcile daily cash/credit collectors with invoices & daily transaction reports, prepare bank deposit slips, arranging for the bank deposit & posting bank receipts in SAP ERP system.
· Segregate daily online reports, prepare daily batch header for cash & credit invoices & forward the same to Finance Dept.

· Maintain petty cash, prepare periodical statements & forward the same to Finance Dept. for reimbursement after obtaining appropriate approval

· Consolidate sub-contractors’ bills (e.g. sublet, machining, towing charges) every month end & raise LPO (Local Purchase Order) for payment to sub-contractors

· Prepare weekly statements for credit customers & ensure delivery to the companies concerned
     Key Responsibilities for Administration Assistant & Cost Clerk:-
· Management of branch employee records & ensuring accurate organizational chart updation every month

· Monitoring of attendance & reporting to HR with respect to leave management via Payroll report every month

· Liaising with HR for employee requests such as new joinee formalities, Visa renewals, Labour Contract updating, registration for Emirates ID, employee reimbursements, collection of salary cheques & pay slips, updating of employee bank account details for salary transfer, etc.
· Calculation of technicians’ service hours per day time sheet in SAP – BIW system for calculation of employee incentives & efficiency & running daily labour analysis report for verification

2) Maersk Global Service Centre Pvt. Ltd., Pune 
     (February 2012 to January 2013)
· Worked as a Business Analyst in ‘Business Process Support’ team for ‘In House Banking’(IHB) that provides support to Finance & Accounting for Container Transport (FACT) users by performing activities that include user assistance, incident and /or problem resolution, thus facilitating continuous improvements.

· IHB process involves the activities of bank statement posting & reconciliation, interest reconciliation, balance exchange, cash management, day end activity, processing outgoing payment runs, handling payment rejections & reversals, opening & closing of bank accounts and liaising with bank & technical contact points for further assistance.

· To fill void between IHB Super users in cluster organization in Liner business and Technical support teams and to convert business language into technical language for SAP specialist teams to understand and vice versa. 

· To review various technical changes from business impact/usability point of view and provide inputs to technical teams and Business Process Owner of its impact on business users.

· To play a pivotal role in receiving feedback/experience of business users to enable Finance Business Process Owner (FINBPO) training/improvement teams to drive improvements through optimization of finance processes governed by Centre Finance Business Process Owner (CENFINBPO)

· To provide monthly reports to stakeholders concerned with regards to the root cause analysis performed for the incidents raised & investigated for common errors & possible solutions.
 
Key Responsibilities:-
· Assist super users in the use and understanding of FACT business processes and data interpretation.

· Receive incidents and propose resolution to the same if deemed caused by process errors, else pass on to FACT CCC teams if technical assistance is needed.

· Identify immediate process or procedural changes that improve overall process performance.

· Analyze the impact of change — whether business- or IT-triggered, ensuring that the system and business processes continue to meet the business needs.
3) Avaya India Pvt. Ltd., Pune (April 2008 to February 2012)
· Managing the wire processing of treasury, inter-company, legal, tax, payroll & vendor domestic & cross border transfers through Citi Direct and Citi File Exchange Online Banking System.

· Act as intermediary between Accounts Payable, In country local teams & Citibank branches at various locations across Europe & Asia-Pacific regions 

· Providing necessary feedback to the international controllership community & respond to queries in a competent manner.

· To develop a good working relationship with the Entity Controllers & other teams concerned & proactively arrange for the reduction of payment rejects & educating teams for accurate & smooth transaction processing.

· Management reporting for daily transaction summary uploads in Citi Direct, providing transaction details & liaising with Citi for payment amendments, rejections & audit trails.

4) Citigroup Global Services Limited, Chennai (October 2007 to March 2008)


· Worked in the Global Contact Centre Unit with respect to core banking operations for U.S. based clients on behalf of Citi Mortgage
5) Maersk Global Service Centre Pvt. Ltd., Pune (November 2006 to June 2007)


· Have worked in the In-House Banking (Bank Reconciliation) department on SAP ERP system which includes the below processes :

· Monitoring the upload of Electronic Data Interchange bank statements in SAP through FEBA.

· Manual posting of Bank statements, General Ledger Accounting and Bank reconciliation of all the external (HSBC) and In House bank accounts w. r. t. the incoming payments.

· Clearing of the open items of all accounts especially the Disbursement, Master and Technical accounts and ensuring the count of open items to be nil.

· Running the Day End process for the upload of bank statements in SAP

· Co-ordination with the Accounts Receivable team for clearance of suspense accounts & unapplied transactions.

· Working knowledge of outgoing payments on behalf of local entity

· Co-ordination with Locations (France, Malaysia, Singapore, Indonesia, Thailand, Philippines, Vietnam and India) for timely processing and reversals after the required approvals.

· Reporting to the team manager & the above mentioned location heads w .r .t the Postings, General Ledger Accounting & Bank reconciliation status.

· Responsible for the cash management services for India through remittance entries.
6) ICICI Bank Ltd., Pune & Kochi (December 2003 to July 2006)


· The activities involved were providing solutions to customer queries post disbursement till the closure of the accounts within the specified turnaround time.

· Monitoring and ensuring the quality of services provided & reporting the same to the management

· Reporting to Branch Operations Manager w.r.t. Six Sigma quality score for the services provided

· SOX audit compliance ensured for the processes within banking operations

· Idea generation including leading brainstorming sessions for the continual improvement of the existing process.

· Experience in systems related to Finnone, Siebel, FCRM for the financial services.

· Held training sessions related to FCRM and Retail Asset Banking Operations for the local operations team and the all Kerala Retail Liabilities Group team respectively.

PERSONAL PROFILE

Date of Birth
:
September 9, 1980


Sex
:
Female

Languages Known
:
Fluent in English, Hindi, Malayalam


Novice in Arabic & French
AVAILABILITY
:
Immediate
REFERENCES
:
(Upon Request)
CERTIFICATES
:
(Upon Request)
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