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Career Objective:

Looking for a challenging and rewarding career, to utilize my skills and abilities, being part of an organization that offers an opportunity for continuous learning, professional growth and working environment.
Work Experience:  

Total Work experience is 8+ yrs, out of which 4+ yrs is in Finance & Accounting and 3+ yrs is in Legal Services (BPO). Current Role isAssistant Manager.
Employment History:
1. Company Name
: Enterprises. Mysore
Designation/Level
: Assistant Manager
Industry   
: Manufacturing.

Period     
: 1st July 2011 to till date
Current Roles & Responsibilities:


· Handling Purchases and Payments to vendors.
· Seeking reliable vendors/suppliers to provide quality goods at reasonable prices.
· Checks and approves the day to day transactions of bank and cash.
· Forecasting/Estimating fund requirements

· Negotiating prices and contracts with the vendors.
· Determining quantity and timing of deliveries.
· Negotiating prices and contracts with the Clients.
· To Check and approve the Debit and Credit notes.
· Assuring timely collection of monies to the company.
· Reporting of invoicing totals/cash receipts/invoice adjustments.

· Helping the auditor in his duties.
2. Company Name
: IBM Daksh Pvt Ltd, Bangalore(Nov’09 to June’2011).
Due to entity transfer from IBM India to IBM Daksh currently working in IBM Daksh with same level, roles and responsibilities.
Company Name
: IBM India Pvt Ltd, Bangalore (May’07 to Oct’09).
Client                  
: British Petroleum

Designation/Level
: Senior Finance Executive 

Specialization      
: SAP (Accounts Payable)

Roles & Responsibilities:
· Processing a Batch Session for vendor invoices in SAP(Exception Queue)
· After a batch session has been created, processing the batch sessions.
· Verifying Correcting and processing of incorrect documents.

· Processing Vendor Invoices and releasing for the payments.

· Verifying and making necessary changes in park document before posting.
· Posting Credit memos.

· Document reversals.

· Verifying Customer and Vendor balances.
· Customer and Vendor Master record verifications.

· Generating the outputs from spool.
· Contact Vendor on various issues & Need based calls with vendors.
· Checking and verifying Customer and Vendor Terms of payment.
· Analysis of Overdue items (Ageing reports).
SAPDuplicateREPORTING:
· Spool a report from SAP on duplicate invoices before the payment run is scheduled on daily basis.
· Analyze the potential duplicates identified by the system build duplicate criteria.
· Post analysis;take the necessary actions for rectifying the duplicate payment.
invoice PROCESSING:
· PO INVOICE PROCESS:

· Processing of PO invoices. 

· Work with PO creators if any mismatch between PO & invoice for resolution.

· Audit of PO invoices posted by processors and accordingly correct the errors if any so that invoice gets paid correctly.
· Manual Check Requests:
· Processing urgent payment requests in SAP which should be paid immediately.

· Working with requestor if payment request becomes unenterable and processing the same post resolution.

· Non - PO Invoice Process:
· Processing and Audit of Non PO invoices 

· Interacting with client for any clarification & confirmation related to unenterable invoices for resolution.
Duplicate Invoices Processing and Indexing of Invoices:
· Where in an invoice is recognized as potential Duplicate. If invoices are found to be a duplicate for the former invoices, then payments are stopped by deleting such invoices from the queue. Invoices in the Queue are paid after analyzing various factors. 

· If the invoices are recognized as not a duplicate of the former invoices then data fed for that particular invoice is changed and is sent for the payment.

· The process involves the processing of invoices which comes to us in the form of scanned images from Tulsa. (Dealing with purchase accounts, Processing of Invoices.) The applications used are SAP FI/CO, Panagonetc

· Indexing various fields in the Panagon with the help of the IDM viewer in which invoices are scanned from Tulsa for the purpose of payment.

· Working in SAP for the vendor code search for exact remittance to the vendor.

ACHIEVEMENT’S IN IBM

· I have been rated under the category of ‘Achieved and exceeded commitments’ with respect to my PBC.

· I have been recognized and rewarded declaring ‘Achievement’ and ‘Team Performer’ under the R & R incentive program, which is been rated by Quality Team.

Training Undergone

I have completed my Six Sigma Awareness Program and Training and was successful in securing the certification. It would ensure that the goals that I set for myself align with the strategy and values of the organization where I work, besides aligning with its Business Unit goals and Department goals.

3. Company Name
: Comat Technologies Pvt. Ltd, Mysore.

Designation/Level
: Process Analyst

Specialization      
: Legal Services

Industry              
: Business Processing Outsourcing

Period                  
: 1st July 2003 to 5th May 2007

Roles & Responsibilities:
· Preparation of Client understanding and query document for New Projects.
· Pilot Execution.

· Communication of feedbacks and coordination to the production team.

· Preparing checklists and manuals for internal use.

· Processing of scanned images, Quality Control and Quality Analysis.

· Final Quality Audit of the data on MS Excel to be delivered to the client.
​Education:
· MasterofBusiness Administration (Finance).
(Sikkim Manipal University, Sikkim)
· Bachelor of Business Administration.
(University of Mysore,  Karnataka.)
​Computer Skill:
· MS-DOS, MS-Office (Word, Excel, PowerPoint)
· SAP (as an End User)

Personal Details:
Nationality

: Indian

Father’s Name

: Abdul Sattar Khan

Date of Birth

: 21stSeptember 1975
Sex

: Male

Marital Status
: Married
Languages Known
: English,Hindi,Urdu,Kannada
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