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        SUMMARY
Enterprising, hard – working and technically skilled professional working in fast paced environment, demanding strong organizational and interpersonal skills. Trustworthy, ethical discreet, committed to superior customer service. Confident and poised in interactions with individuals at all levels. Detail oriented and resourceful in completing time bound projects and disbursement functions, able to multi task effectively and meet deadlines. An overall experience of 13 years in Finance across India and UAE.


         KEY SKILLS
Accounts Processes & Management Reports (Receivable & Payable)


  
Teambuilding, Servicing and Problem solving 
Corporate Accounting and Bookkeeping

Spreadsheets & Accounting Reports

Journal Entries & General Ledger
Follow Company and Government regulations


Vendor Negotiations, ERP & Financial System Technologies



PROFESSIONAL EXPERIENCE

Mar’12 to Present
Reckitt Benckiser FZE (Health & Hygiene)

Dubai, U.A.E
RB’s health, home and hygiene brands are sold in nearly 200 countries around the world. Its vision is a world where people are healthier and live better. The purpose of this brand is to make a difference by giving people innovative solutions for healthier lives and happier home.
Accounts Payable Manager 

· Managing the AP function of the MENA Region (Shared Services)

· Receive invoices and verify that all have relevant approvals / purchase orders / business approvals
· Ensure each transaction comply with company policies and procedures
· Ensure payments are made as per company policies and agreed credit terms
· Setting up and maintaining the vendor master records
· Negotiate and help in setting the credit terms for new and existing suppliers
· Maintain the schedules for all prepayment, receivables and accrual accounts and reconcile the same with books
· Preparing monthly treasury reports as per HQ guidelines. Forecasting cash flows on a weekly basis and ensuring that     funds are optimally utilized and any surplus is transferred to central treasury
· Ensuring Bank reconciliations are up to date
· Working closely with the Financial Controller in preparation and submission of monthly and yearly financial management reports and with supporting balance sheet schedules.
· Cash management including preparation of payables analysis
· Interaction with the internal auditors and the statutory auditors and ensuring a clean audit report pertaining to the payables function
· Handling the cash reimbursements of Employees travel claim on a monthly basis and also ensure deductions are processed accurately
· Departmental Cost variance analysis v/s Budgets (group travel)
· Preparation of monthly closing entries for provisions and accruals

· Coordinate with the bank relationship managers and staff regarding various banking transactions
· Responsible for month closing within the corporate deadlines (that would included recurring entries, accrual entries, inter-company invoicing, inter-company reconciliation and controlling routine)
· Review of GL posting for compliance to the company’s accounting and controlling guidelines
· Accounting software used JD Edwards

Key Projects : Initiating automation of manual and time consuming processes relating to Accounts Payable function. Facilitating automated payment to be going out to bank directly from JDEdwards. 
Reporting Structure: Working closely with the Financial Controller and the Accounts Payable Team comprising of 3 assistants.

May’07 to Feb’12
Bates Pangulf LLC (Advertising) 


 Dubai, U.A.E
Part of the WPP Group (Wire and Plastic Products )  and is amongst the top 5 advertising and marketing agencies in the MENA region. For the last 30 years they have been providing marketing solutions to clients in the region. 
Finance Executive
· Managed Vendor/ supplier relations. Oversaw timely and accurate processing of invoices, purchase orders, expense reports
· Ensure timely release of payments to suppliers as per contractual terms or in accord with company’s credit policy
· Reconcile supplier accounts quarterly
· Review automated cash flow of company bank accounts
· Prepare month end suspense listing in order to determine what needs to be accrued (expense and production)
· Liaise with internal management and supplier to ensure that all unmatched cash items/ payments are resolved timely
· Follow up for supplier monthly statement of account for proper accounting and payment as per their terms

· Handling of day-to-day cash and bank transactions

· Improve the efficiency of the accounting process and procedures by continuous review
· Accounting software used Neosys
Key Projects: Employee timesheet software set up/ activation and  preparation of monthly timesheet based profitability analysis by client for managerial review
Reporting Structure: Working closely with the Finance Manager and the Accounts Payable Team comprising of 2 assistants
Feb’03 to Apr’07
Team/Young & Rubicam (Advertising)  

Dubai, U.A.E

Part of WPP (Wire and Plastic Products ) and Y&R Brands, with headquarters in Dubai, is the Middle East and North Africa region's leading communications conglomerate. The group includes advertising agencies Young & Rubicam, Intermarkets and Partnership; Public Relations firms ASDA’A Burson-Marsteller, Raee and Polaris; Direct Marketing Specialists Wunderman and Media Specialist firm MEC
Accountant Assistant (Receivables)
· Ensure smooth running of Accounts receivable department and that all inputs of transaction are accurate and updated
· Ensure Sales report is prepared and timely submitted
· Prepare statement of account for clients
· Reconcile bank and  client accounts
· Ensure that customer invoices are accurately raised and delivered on time
· Follow up for the Customer payments, submission of Monthly overdue payment list and to the management for the appropriate action
· Receivable collection, follow ups as per company credit policy. Responsible for ensuring all month end deadlines relating to bank reconciliations, investments
· Reconciliation of Reports from Billing Department
· Processing supplier invoices accurately and efficiently in compliance with internal controls with maximization of discounts for prompts payments
· Liaise with servicing team and clients to ensure that all unmatched cash items are resolved on a timely basis
· Preparing Receivables statements and dispatching reminders
· Accounting package used Neosys and Visual Dolphin

Reporting Structure: Working closely with the Accounts Receivables  Manager and the Finance Manager and the Accounts Receivables Team comprising of 2 assistants. 

Nov’00 to Jan'03
Western Railways 




Mumbai, India




Accounts & Administrative Assistant.

· Maintain Purchase Book
· Employee Log Book and Time Sheet

· Co-ordinate with Insurance Companies

· Solve Employee Grievances in Co-ordination with Management
· Issuing Travel tickets to employees
· Maintain Leave Records of Employees
· Accounting package : Manual  



EDUCATION AND TRAINING

· Currently perusing Cost Accountancy from the Institute of  Cost and Management Works Accountants Of India and also Financial Management from the Welingkar Institute for Management Studies
· Welingkar Institute for Management Studies, Mumbai, India

· Post Graduate Diploma in Marketing Management  (2010)

· Welingkar Institute for Management Studies, Mumbai, India

· Post Graduate Diploma in Business Management  (2007)
· Shri Chinai College Of  Commerce & Eco 

· Bachelor of Commerce – University of Mumbai, India. (2001)
· St. Annes High School 

· S.S.C. – Maharashtra State Board, India. (1996)
· Bureau of Information Technology Studies
· Certificate in Computer application. (MS office)


PERSONAL DETAILS

Date of Birth

: 8th October’1980

Nationality

: Indian

Country of Residence
: UAE,  Dubai
Marital Status

: Married
Dependents

: Four
Languages Known
: English, Hindi, Marathi

Availability

: 30 days notice period



                                                      SPORTING ACHIEVEMENTS

Hockey

· Represented Maharashtra at the Junior National Tournament in Bangalore and Chennai
· Represented Maharashtra at the National games held at Hyderabad. (2001)






PERSONAL APPRAISAL

· Disciplined & Loyal

· Well Organized & Confident

· Dedicated & Goal Oriented

· Hard Working & Result Oriented

· Honest & Sincere
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