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            Profile Summary

· Result-oriented  Professional  with  6.6 years  of experience  in

~ Finance & Accounts                     ~Documentation     ~Reconciliations 

~Invoicing                                         ~Auditing                          

· Skilled in composing effective accounting and ad-hoc reports summarizing A/P data for supply chain, HR and other departments.
· Subject matter expertise in Accounts Payable Process.
· Working knowledge of Accounts Payable/Receivables.

· Reporting – Dashboard operations report and variance analyses report.

· Experience in remote transitions Accounts payable process.
· Instrumental in maintaining MIS reports and evaluating them for facilitating decision-making process.

· Adept in preparing audit reports with a view to high light the shortcomings and providing necessary recommendations.

· ERP proficiency –SAP /Tally 9. 

· An effective communicator & negotiator with strong analytical, problem solving and organizational skills.

       CAREER HISTORY:
            Present Work Experience
        DSM Pvt ltd., Hyderabad.                                                                                                 Since Oct’2013                                                             
        Designation   - Accounts Specialist

       Key Deliverables - Accounts Payable 

· Deftly downloading the Backlog Report from different operating units.

· Websites and assign the work among all associates to allocate the invoices.

· Process all types invoices like PO,NON PO, Pre approved ,AP  Resolution  Invoices
· Process payment proposals(F110) on daily basis  and inform treasury on time 
· Credit/Debit Memos and Discount refunds.

· Meeting  SLA’s like accuracy and TAT

· Following receivables and Payables

· Reconcile the invoices and their accounts.

· Half year and annual closing of process Units.

· Training new joinees on processing activities
· Handling business queries  and follow-up till issues gets resolved

· Providing resolutions   to the business emails and doing follow-up for unresolved issues

· Rapport with business counterparts by setting up monthly review calls.

· Handling critical vendors of High Dollar value invoices.

· Analyze Periodic reconciliation of AP Balances

      Key Deliverables - Accounts Receivable

· Prepare Proforma Invoices verified from LPO and Quotations.

· Making of Commercial Invoices from DO counter checked from SOR/JWIC/COGS/FGR.

· Entering Sales Return as per documents certified by Store Dept.

· Issue Receipt Voucher for cheque and cash collections.

· Deposit of Collections (Cheque and cash).

· Follow up receivable balance from CSD/PMD

· Analyze/Periodic Reconciliation of AR balances.

         Previous Work Experience
    Genpact India Pvt Ltd., Hyderabad.                                                                         Apr’ 11 to Sept ’ 13                                                          
    Designation   - Process Associate
    Key Deliverables - Accounts Payable

· Processing purchase order and non purchase order invoices and present  to the clients to be forwarded  for payments.
· Uploading invoices received in soft copies and thereby  ensure   the mail box for invoices  is up-to-date.

· Handling   the queries  of vendors  and clients regarding the payment status.

· Error tracking and resolving the issues of rejected invoices.

· Prepare daily productivity report of all the team members.

· Maintaining the documentation of the process.
 Nitish Grover & Associates., Secunderabad                                                             Apr‘ 08 to Apr‘ 11                                                             

 Designation   - Audit assistant
Carrying out following tasks in the field of Audit/General Accounting:
· Statutory  audits of companies ,educational institutions

· Tax audits of companies

· Internal audits of Automobiles  &  manufacturing companies

· Vouching of payments ,receipts, purchases sales & B.R.S

· Preparation and submission of TDS, IT returns, ESI, EPFO and Service Tax..

· Preparation of Salary Cheque’s & Salary transfer letter deposit.

· Preparing Salary & Maintaining Attendance of the Staff.
· Maintain and file all the related bank documents.
· Maintaining Books of Accounts in Tally 9.

· Preparation of Bank Reconciliation.

· Handling Petty cash.

· Making Deposits In various Banks and also transferring the amount through RTGS/NEFT

ACHEIVEMENTS:
· In Genpact got promoted from AP processor to AP Coordinator for resolving high dollar value invoices and processing maximum number of invoices.
INTERPERSONAL SKILLS:
· Excellent communication skills

· Ability to work independently and collectively to achieve targets
· Highly Motivated.

· Quick learner.

· Planning & Prioritization 
· Ready to work in night shift

· Time Management

· Self Starter with a positive attitude, Willingness to learn new concepts.
TECHNICAL ABILITY:
· Operating languages
         :  Windows Professional / XP / VISTA
· Microsoft Office proficiency    :  Word, Excel, Power point, Outlook
· Accounting Software’s
         :  SAP-FI/CO  module & Tally 9 
EDUCATIONAL QUALIFICATIONS: 
· Bachelors in Commerce from Osmania University -2010 (Duly attested by the Ministry of External Affairs, Ministry of Education, INDIA) 

· Intermediate in C.E.C  from MNR  Junior College – 2007
· Secondary Education from Rosy High School – 2005
PERSONAL DOSSIER:
Languages known
:
English, Hindi, Urdu, Telugu & Arabic (Read only)

Nationality

:
Indian
Date of birth

:
09-04-1989
Religion


:
Muslim.

Marital status

:
Single.

Hobbies


:
Playing Chess & Electronic Gaming.
