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Objective:
To pursue a good position in a growing organization where my skills and enthusiasm can be fully utilized for the success of the organization and for the growth of my career.
Professional Experience:
Organization
1. XEROX ACS, Infopark, Kochi, Kerala
Designation – Finance Analyst
Term: From 19th May 2014 to 13th Feb 2015
Project-Cardinal Health
Process: General Ledger
Job Responsibility
· Preparation of journal entry as per the working schedule provided by the client for month end closing 
· Preparation of payroll schedule and reporting to co-operate on a fortnight basis.
· Preparations of various reclass journal and adjusting entries for post close activities and reconciliations. 
· Reconciling of revenue and expenses codes as per the schedule of codes for the intercompany and coordinating with the AR and AP dept.
· Preparation of Bank reconciliation statement.[Both Deposit and Disbursements].
· Preparation of various reports for post close activities.[Cash flow statements, Master Accruals, Revenue Break Down Report] 
· Maintaining the managerial reports and financial Statements Like ,Trading A/c, Profit and Loss A/c s and Balance Sheet
· Preparation of balance sheet reconciliation statements with supporting documents for audit trails.
· Maintain documentation about various controls to provide evidence for SOX, Internal and external audits

· Coordinate and communicate with the other finance areas such as accounts receivable, accounts payable and corporate team for the additional documentation or transaction details
· Prepare reports related to stock, sales, returns, AP&AR aging and submit to the corporate team on weekly or monthly basis.
· Coordinating monthly team meetings and presentations, to evaluate the team performance and to plan strategies to keep the deadlines.
2.EXL-KPMG Service Holdings Inc. Info Park, Cochin, India.
Designation – Senior Associate (Finance and Accounts)
Term: From 8th February 2010 to May 16 2014
Project- SOURCECORP

Process: General Ledger-Banking Process
Job Responsibility
· Recording the daily fund receipts and disbursements

· Directs cash management operations to include daily cash administration, management of bank accounts and bank relations.

· Preparing the outstanding payments reports for Cheques and EFT.

· Stop Payments of cheques, EFT and handling the Positive Pay exceptions items

· Preparing the EFT rejection report and sending to the payment team for resetting the payment

· Verifying cheques printed by the agency and solving if there discrepancies

· Checking the client’s bank accounts like Bank of America, Bank of Texas, Wells Fargo and JPMC for verifying daily funding and pulling the reports.

· Prepare and process cash management entries as required

· Coordinate documentation and communicate transactional cash flow information to/from other finance areas such as accounts receivable, accounts payable and accounting.

· Monitor daily and monthly reconciliation processes as required.

· Perform other accounting duties as requested by superiors from time to time

· Provide support to the corporate team

· Report out daily and monthly metrics to the management showing the KPI’s of the team.
Project- SourceHOV
Process: Treasury management & Risk management
Job Responsibility
· Checking the client’s bank accounts for the daily drop box cash receipts 

· Journal creation for bank account transactions

· Assign GL codes and ensure journals are uploaded into appropriate financial systems

· Recording the daily cash collection and disbursement for all ACH, wire and EFT transfers

· Administration of the disbursement files from various business units and corporate departments

· Perform bank reconciliations - reconciliation of the bank statement against the GL and reconciliation of any assigned clearing accounts

· Respond to audit inquiries in a timely manner and contact bank directly to clarify adjustments and properly code it.

· Ensure activities posted to both cash and clearing GL accounts are reviewed and reconciled in a timely manner 

· Cash Budgeting, forecasting and develop recommendations for budget allowances
· Valuation of assets and liabilities of each business location
· Providing assistance for getting insurance for business locations and sending the claims alert.

· Handling employees claims of different client locations and Coordinating annual insurance procedures

· Preparing reports and sends it for approval from the management
Project- OB10
Process: Accounts Payable
Job Responsibility

· Verification of purchase orders and ensuring the quantities are delivered properly

· Review, verify invoices and check requests

· Two way and Three way matching of invoices

· Set invoices up for payment-check run

· prepare and perform check run and process electronic transfers and payments

· Monitor accounts to ensure payments are up to date
· Reconciliation of payments
· Preparation of weekly payouts and ensuring all payments are done as per agreed credit terms.

· Contact purchase officers confirm the inflow and out flow of goods, ensure timely receipt of goods and resolve invoice discrepancies.

· Correspond with vendors and respond to inquiries and resolve shortage and price variance

· Contact the procurement team to ensure the purchasing records are updated

· Address book setup and maintenance for vendors, customers, contactors, employees etc

· Manages monthly closing of financial records and posting of month end information

· Produce monthly reports and provide supporting documentation for audits.

Project- Clearwater Paper
Process: Accounts Receivable
Job Responsibility

· Monitor, administer and analyze all customer accounts & credit limits.

· Create customer master with credit limit amount, days, payment terms, address, details of contact, bank account, trade license, owner and sponsor details etc.

· Regular Payment follow-up, initiate collection efforts and resolve customer inquiries.

· Reconciliations of customer's statements, payment allocations and investigate & resolve billing and account discrepancies. 

· Calculating annual promotion, quarterly rebate, discount on cash payment, discount on sales etc.

· Evaluate new clients for the firm and forward their credit application for approval by management. 

· Handle disputed bills and negotiate to bring payment within the 
agreed terms and ensure that debts are paid in a timely manner.

· Updating and conducting meeting with sales department. 

· Ensuring timely delivery of invoices and confirmation from customers on a monthly basis. 

· Report to the management on monthly performance of sales men, analysis of up trade and down trade Customers.

· Generating & Posting Invoices & sales returns.

· Generate cash/cheque receipts, payment vouchers & journal vouchers, credit notes & Debit Notes

· Realization & Bouncing of cheques both in Payables & in Receivable

· Monthly reconciliation of all accounts 

· Monitoring supplier’s accounts and preparing schedule for making payment on weekly basis.

· Monthly closing of accounts.

· Reporting to the Managerial Heads.
ERP Known:
SAP, JD Edwards, Solomon, Oracle, IDC & Tally
Computer Knowledge/Experience:
· Microsoft Office

· Certified in Higher Diploma in Computer Professional Management(HDCPM)
· Certified in Office Management with Financial Accounting
Educational Qualifications:
	       COARSE
	     BOARD OF AFFLIATION
	 PERCENTAGE
	YEAR

	     Post-Graduation

     M.B.A 
	    Anna University, India
	            78
	2009

	     Graduation

     B.Com(Income Tax)
	    Calicut  University, India
	            59
	2006

	     Plus Two
	    Board of Higher Secondary Kerala
	            68
	2003

	     S.S.L.C
	    State  Board  of Kerala
	            54
	2001


Personal Information:
Date of Birth

:
03-07-1985
Age

:   29
Sex

:   Male
Religion

:    Hindu
Marital status

:
Unmarried
Languages Known
:
English, Hindi, and Malayalam
Hobbies

:   Reading, Travelling, Listening Music
Visa Details:

Visa Status

: Visit Visa

Declaration
 

I hereby declare that the above mentioned facts are true to the best of my knowledge and belief.
Place: Dubai
Date:









