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Senior Accounts Executive/Administrative Coordinator


Accomplished and result-oriented professional, offering 10+years’ varied exposure across Senior Accounting/ Administrative and Coordination roles….

Executive Synopsis
· Diligent commerce graduate, presenting a mid-term exposure across reputed IT products distribution and finance companies in senior accounting roles within the Delhi and NCR region.
Core Competencies in….

· Expert in MS Excel

· NPA Management
· MIS

· Reconciliation

· Credit Risk Evaluation
· Book keeping, petty cash
· General Administration
· Data Analysis

· Document Management

· Budgeting and Control
· Business Operations
· Problem solving skill

· Good Judgment

· - A/P, A/R, Purchasing & Invoicing

· Travel, Meeting & Event Coordination
Academics
· B.Com. | Calicut University, Kerala | 2003 | Passed with 54% marks

· Pre-Degree | Calicut University, Kerala | 2000 | Passed with 50.4% marks

· SSLC | Board of Education, Kerala | 1998 | Passed with 50.5% marks

Professional Experience
Senior Accounts Executive: Redington India Ltd., New Delhi, India: Jun 2009 to 8th Jan 2016
Company Profile:

Redington India Ltd. commenced its Indian operations in 1993 as a focused distribution player with a significant spread across India, Middle-East, and Africa. Within 21 years the Company transformed itself from a pure IT Products distribution firm with traditional Cash & Carry Model to a leading integrated Supply Chain Solution Provider handling Non-IT Products.

· Reporting to the National Credit Manager 
Key Deliverables:

· Managing activities of the Collection department, monitoring billing, delivery and Installation along with coordination of Business-to-Business Collections & Credit.

· Vendor Registration, sales monitoring, commission working, margin calculations, Payment / Receipt Voucher Creation 

· budgets Vs actual analysis report and make recommendations to improve accuracy and cost management
· Taking care of Monthly Reimbursements like Petrol and Travel Reimbursements based on the company policy.
· Processing & Recovering the advances like Salary, Medical, Rent & Travel advance on time with the proper approval and based on the company policy

· Coordinating the Collection activities encompassing Customer Visits, while evaluating Credit Risks, establishing Credit Limits and Payment Terms
· Maintaining Asset register with a written confirmation from Branch Accountant & warehouse In-charge. Fixing of Asset codes on Fixed assets and Inventory management. 
· Reviewing accounts payables and rectifying the same including advances to suppliers. 
· Debtors review meeting, collection plans with concerned business managers for timely collection of debtors and taking corrective actions and forwarding to legal department. 
· Reviewing customer outstanding and clearing within due date. 
· Handling the cash and cheque deposits based on cash flow analysis on regular basis. Controlling PDC's with daily PDC reconciliation, periodic confirmation with Bank regarding the PDCs held by bank. 
· Handle Internal & External audit. Preparation of various Audit Schedules like Advances, Deposits, Cash & Bank Reconciliation, Vendor Reconciliation, Provisions, Reserves, Other income and Year end Accounting GL Reconciliation for audit presentation. 
· Supporting daily, monthly, yearly financials & Budgeting activities. Handling the banking and Treasury activities.. Looking after the reconciliation of all bank accounts, reconciliation of all GL account before closing the books of accounts. 
· Verifies and endorses accounting vouchers and supporting documents for cash payments and receipts. Monthly Cash Forecasting for payments. Assist on Month end closing activities and reporting.

· Liaise with sales department and customers to ensure accurate billings and collections

· Making payments to Vendors, verifying Partners’ Claims on ORC, and tracking Business Expenses.

· Steering the execution of Purchase Order in accordance with the preset standard norms.

· Analyze internal reports received, raising appropriate queries, to ensure the delivery to clients is accurate and compliant with local regulations, MIS reports & analysis 

· Evaluate and revise departmental procedures to improve efficiency of work flow

· Consult with the Seniors on critical issues that have a direct impact on the organization to ensure their timely resolution
· Liaise with Legal department and customers to prepare Performance Bank Guarantee

· Provides comprehensive support for senior-level staff, including managing and coordinating projects and processes in support of effective business operations.

· Proficient in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint) and managing, arranging, and coordinating executive calendars, travel, contacts, conference bridges, appointments etc.

Major Accomplishments:

· Sustained low over-dues at low levels like 0 to 2%, while ensuring the satisfactory nature of Business Performance Levels. And Maintained harmonized relations with OEM and Clients.
Executive - Accounts: Muthoot Finance Ltd., Panipat, India: Dec 2005 to Jun 2009
Company Profile:

Muthoot Finance is a leading NBFC with over 1200 branches across the country, mainly handling loans 
· Reported to the Branch Manager.

Key Deliverables:

· Monitored the customer dealings, coordinated various activities related to loans, and interacted with banks.
· Resolve clients Fund Administration queries and issues promptly and thoroughly

· Managed diversified reporting issues, ensured streamlined cashier functions, and sustained cash vault register and gold vault register.
· KYC collection and verification
· Performed gold appraisal, generated bank reconciliation statements, and handled drawing of vouchers.
· Ensured streamlined NPA management, along with recovery of follow-ups, and generation of daily statements like cash book and day book.
· Maintained various types of ledgers, handled independent correspondence via letters and e-mail, managed clerical functions, and coordinated on filing and quotation preparation.
· Participates in relevant Fund Administration meetings with other locations to maintain and develop your subject matter expertise
Computer Operator (Purchase Department): D. Group International Pvt. Ltd., New Delhi, India: May 2004 to Nov 2005
· Reported to the Purchase Head.

Key Deliverables:

· Coordinated calculation of pre-shipment cost, sent and received e-mails, and handled daily inward and outward records.
· Generated various purchase report for the management, while handling filing issues.
Technical Expertise
MS Office, Tally, Outlook, ERP, E-mail, and Internet

Personal Dossier
· Date of Birth

: 7th April, 1983
· Languages Known
: English, Hindi, and Malayalam
· Marital Status
: Married
· Gender
                : Male
· Location Preference
: UAE
