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 Mirza 
                         Email : mirza.380047@2freemail.com 
CAREER OBJECTIVE: I’ve a strong penchant for challenging career with a highly professional Accounts and financial management in with forward thinking in result-oriented organization which offers the opportunity for where I can use & hone my skills.
Academia:
· B.Com (General) from Dr. B. R. Ambedkar University.
· MBA (Major-Finance & Minor-HR) JNTU University.
Experience:
Worked in Genpact Pvt Ltd as a Process Associate from July 2010 to Mar 2013. 

Worked in E-Base Interactive Inc as a Process Associate from Feb 2014 to Jan 2016.
Worked in Salokh Cyberservices as a SR Process Associate from Feb 2016 to Jan 2018.
Technical Skills:
Applications : MS-Office, Windows 98/2000/XP/2010, Business Objects, FTP & Core FTP, Mobius, Lotus Notes, Out Look , Exact Online, PARS, Tally ERP 9, Wings, Focus, Quick Book's, in Excel Pivot Table's , Pivot Chart's VLOOKUP & HLOOKUP
                                           Type Writing speed – 45wpm (English)
Job Profile:
Salokh Cyberservices (P) Ltd Role summary & Key Accomplishments: 
Process NL
· Summarizes current financial status by collecting information; preparing the balance sheet, profit and loss statement and other reports.

· Bank Reconciliation Statement, Assets activation, deactivation, depreciation and Weekly Payment to Supplier. Downloading invoice from different source & processing invoices.
· Preparing invoices, Credit note, late payment, Reminder and sending to customer.

· Preparing Cost Centers Sheet on monthly basis and Cash management on weekly.
· Creating GL codes, Supplier, Customer & Recon of GL codes with respective GL A/C.
· Calculation of (BTW – Belasting op Toegevoegde Waarde ) VAT.

· Segregation of Marketing, Management, Technical and Facility invoices.

· Assets, liability, and capital account entries Documents financial transactions by entering account information. Cash posting for ACH, Lock box, VC Cards & EFT payment etc.
· Maintains accounting controls by preparing and recommending policies and procedures.

· Reconciles financial discrepancies by collecting and analyzing account information.

· Secures financial information by completing database backups.

· Maintains financial security by following internal controls.

· Prepares payments by verifying documentation, and requesting disbursements.

· Prepares special financial reports by collecting, analyzing, summarizing account information and trends.

· Contributes to team effort by accomplishing related results as needed.
· Invoice approvals Management and rejections on daily and weekly basis.
· Handling the petty cash books and Ageing of Accounts receivables reposts.
· Invoices not paid after 3 reminders, forwarded to collection & invoice to collection agency.
· Rebates invoices to special customers (Rent free, Service free and offers etc.)

· Sending invoices to customer to their head office, Branch office as per request. 
E-Base Interactive Inc. Role Summary & Key Accomplishment: US Process –Medtrx
· Preparation of Financial Statements and Reports.

· (BRS) Deposit Reconciliation and ACH with Bank accounts on Daily basis.

· Preparing invoices, Credit note, late payment, Reminder and sending to customer.

· Creating GL codes & Reconciliation of GL codes with respective GL Accounts.
· Cash posting of 110 Providers for ACH, Lock box, VC Cards & EFT payment.
· Updating Weekly & Monthly Decks. Data Analysis on Provider wise on weekly basis.
· Downloading & Receiving via email Remittance advice, Invoice (AR), Invoices (AP), Reminder Invoices, Cheque copies and Booking in to server.
· Notifying Providers for missing deposits & all cash report adjustments via E-mail.

· Downloading Cheque copies, Explanation of Benefits (EOBs), Remittance advice and uploading in to server and Training the New Joiners as per the Process Requirement.
· Calling Insurance Company for unpaid Claims & following up till payment made.

· Calling NY Workers Compensation Board for Established sites on workers compensation Injury, Status on case, Decision by made Judges, C8.1 status, C8.4, Section 25A related claims and for Payments cheque for 25A.
· Generate the Team Outstanding items Reports on daily basis and ensure the Action plan and early clearance of the open items.

· Generating and Reviewing the Daily Reports to ensure the Process flow as per the established KPI and CPI.

· Sending fax, Emails to New York Workers Compensation Boards, Carriers, Claims Adjusters & Bill review Dept. as per Requirement.
Genpact Pvt Ltd Role Summary & Key Accomplishments: Process US –Walgreens
· Preparation of Financial Statements and Reports.

· Deposit Reconciliation and ACH (5 Lock box) with Bank accounts on Daily basis.

· Reconciliation of Audit Claim uploads (Approx.750 stores) on daily basis.
· Creating GL codes & Reconciliation of GL codes with respective GL Accounts.
· Worked with General Ledger team for month end reports.
· Sending stores Acquisitions trigger mails regarding Deposit to Claim cycle for respective stores without fail. Billing to insurance carrier as per HIPPA Guidelines.
· Assets activation and deactivation, Cash posting for 95 carriers on daily basis.
· Reporting for Write-off payment Reports to management. 

· Prepared for ageing reports for accounts receivables.

· Downloading Remittance Advice from different sources & uploading in to server.

· Notifying stores for missing deposits and all cash report adjustments via E-mail.

· Data Analysis Stores wise on weekly basis & Updating Weekly, Monthly Decks.
· Generating and Reviewing the Daily Reports to ensure the Process flow as per the established KPI and CPI.

· Preparing MIS Reports for Bank & Cash Transactions on daily basis.
· Audit Monthly Bank cash posting Reconciliations to ensure the Accuracy and Perform the Consolidated Reconciliation with GL.

· Generate the Team Outstanding items Reports on daily basis and ensure the Action plan and early clearance of the open items.

· Training the New Joiners as per the Process Requirement and Conducting Knowledge processing test on weekly basis.
· Implement and analysis data to create daily, weekly, monthly, and quarterly reports. Communicate and present analytical findings to the management team. Preparing MIS reports as per the Manager’s requirement every 4 hour. 

· Ensured all SLAs are Green and maintained high accuracy levels. Generate the Team Outstanding items Reports on daily basis and ensure the Action plan and early clearance of the open items.
STRENGTHS:
· Good in Verbal and Written in English.
· Good Communication skills and Responsible Person.
· Hard Working and Self-Confidence.
· Ability to adopt the solutions.
PERSONAL PROFILE:
Sex

            
: MALE.
Languages Known

: English, Hindi, Urdu and Telugu.
Hobbies                                 : Swimming & Visiting Places.
Marital Status
            : Married
Available          
            : Immediately
Date: 

Place: Dubai                                                                             (Mirza)
