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Intend to build a career with leading corporate of hi-tech environment with committed & dedicated people, which will help me to explore my self fully and realize my potential. Willing to work as key player in challenging & creative environment

MBA( Finance) having 5 Plus Years Experience as an Accountant (A/P, A/R, Bank Recon…) in Reputed Companies.. Having strong accounting knowledge and back ground in accounting with experience.

Knowledge & Skills (SAP, Sage Accpac, Cloud Computing (Net suite), TLM, Tally) 
Professional Experience I
	Organization
	

	Designation
	Accountant

	Duration
	Aug 2011-Dec 2012

	Application or Tool
	SAGE, Net Suite. (Cloud computing),Tally.

	Visa
	Holding US business visa (B1&B2) for 10 years.

	Department
	Accounts payable, AR, Bank Reconciliation,

Payments, Preparation of fund report, Validation                          &Posting of all Vouchers & Journal Entries Prepared by the Team.


Job Responsibilities    
The key responsibilities are as follows:

· Booking Vendor payment (Cheque payment &TT payment )

· Booking Customer Payment  (Cash,Cheque,TT,Credit Card)

· Booking Expense and making payment to vendor 
· Validation of GRN ,PO, Invoice and conversion of GRN in to Invoice
· Validation of Expense booked Against GRN and its been Posted
· Bank Reconciliation

· Vendor Reconciliation

· Cash Reconciliation

· Vendor creation, modification, changes, extension, blocking and unblocking of vendor
· Preparation of Fund Report

· Monitor the Team Members Activities and ensure the task has been completed by EOD
· Validation of entries(journal, GL Entry, Receipt Entry,Payment Entry,)Passed by Team Members 
· Posting of Entries Passed by Team Members.

Professional Experience II
	Organization
	Cap Gemini

	Designation
	Senior Analyst cum process Lead        

	Duration
	March2009-June 2011

	Application or Tool
	SAP

	Visa
	Holding US business visa (B1&B2) for 10 years.

	Department
	Accounts payable, VDM

(Vendor Data Maintenance), Indexing. reporting, 1099 analysis, IRS report analysis, vendor report analysis, Audit.


 Job Responsibilities    

 The key responsibilities are as follows:
· Vendor creation, modification, changes, extension, blocking and unblocking of vendor in SAP.

· Creating and maintaining vendor setup requests
· Resolving the vendor master queries raised by Invoice Processing team.
· Calling business unit and confirm vendor information and answering queries of vendor master.

· Responsible for Maintaining Customer data, creating their account in Cap Gemini database by calling them and acquiring required information from them
· Vendor analysis by running vendor creation report and change report. on weekly basis.

· Working on reporting activity (vendor creation report, vendor change report, 1099 report and analysis, vendor duplicate analysis, withholding tax analysis on invoice level

· Vendor master elimination activity (vendor do not have activity for more than two year)by doing mass blocking the vendor after running the report and analysis…it includes vendor blocking and marking for deletion.

· Working on 1099(analyzing the invoices and checking whether withholding tax has been updated properly).

· 1099 correction and 1099 uploading on invoice level and vendor master level.

· Processing of invoices for the service provided by the customers in a particular software known as SAP
· Worked in SAP for booking the invoices and maintaining the payment records of Cap Gemini.
· Releasing the invoices for payment to the customers after the payment terms
· Played a vital role in stabilization of AP vendor master  process during transition phase
· Supporting indexing and invoice processing when required
Additional responsibilities as Process lead

· Mentored newcomers and ensuring complete knowledge transfer
· Single point of contact for client and problem solving
· Driving the team to achieve the team objective
· Managing the client perception of service quality and achieved our 100% SLA
· Handling  client calls and meeting on a weekly basis regarding process exceptions
· Work allocation to the team members and ensure the task is completed by EOD
· Creation of DTP and initiate change request for DTP ,updating process documentation
· Responsible for resource planning & production planning 

· Assigning jobs to the team members and ensuring that the team roles responsibility is rightly assigned and achieved

· Organize training  for new joiner and providing continual refresher training for them

	Organization        
	ANZ OPERATIONS & TECHNOLOGY PVT LTD 

	Designation
	Financial Analyst

	Duration
	December2007 –March 2009

	Application/Tool
	TLM, MERVA, SWIFT, PAYPLUS

	Department
	Nostro Reconciliation


Job Responsibilities               

 Handling Financial Compliance related work which includes the following:                         
· Reconciling and monitoring – Reconciling and monitoring of all foreign currency entries passing over ANZ banks accounts, which are maintained by correspondent and offshore branches(nostro).
· Accounting enquires – Generating accounting enquires to the appropriate team.

· Monitoring and reporting – Monitoring and reporting an item that remain outstanding.
· Re-Assigning items – Unreconciled item must manually resolve and manually match or assign them to another department for investigation.

· TLM Data Management System – TLM (Transaction Life cycle Management) is application used by nostro reconciliation team to reconcile or match transaction with in nostro accounts.

	Organization
	   HEWLETT PACKARD (hp), BANGALORE

	Designation
	Financial Analyst

	Duration
	August 2006 – December 2007

	Application or Tool
	SAP 7.2, MY PIM, SWIFT, SWAN

	Department
	Accounts payable, VMD (Vendor data Maintenance)


Job Responsibilities            

 The key responsibilities are as follows:
· Responsible for Maintaining Vendor data, creating their account in Hp database by calling them and acquiring required information from them.
· Processing of invoices for the service provided by the customers in a particular software known as SWAN(Standard Workflow Application for invoice Navigation))
· Worked in SAP for booking the invoices processed in SWAN and maintaining the   payment records of HP.
· Releasing the invoices for payment to the customers after the payment terms
· Creating and maintaining vendor setup requests
· Resolving the vendor master queries raised by Invoice Processing team 


Achievements
Received appreciation from Supervisor and clients at HP
Received best performer awards from P2P
Appreciation on emails and on calls from the customers
Received appreciation as recognition for my work towards documentation & training

Master of Business Administration from MSN Institute of Management & Technology, Kerala
Under University of Kerala, 2006

Bachelor of Business Administration from UIT Kollam, Kerala

Under University of Kerala, 2003

Senior School Certificate examination from University of Kerala, 2000

Secondary School Examination from Kerala State Board, 1998

Well conversant with Finance module - SAP
Good knowledge of Microsoft Excel, Word and Power Point


	Date of Birth
	11th January 1983

	Sex
	Male

	Marital status
	Married
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