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On Visit Visa
Objective:  
 To achieve Professional Growth & Meeting challenges while being resourceful & innovative Where I can utilize  my practical exposure and looking for a position where I can expand my knowledge and endeavour to work to the best of my potential.

Professional Summary:

· Five Years of Experience in Accounting & Finance. Expertise in Accounts Payable /Receivables, General Accounting and Book Keeping, Spread Sheets and Accounting reports, Pro-Active, Self Motivated and Result driven.
· Excellent Communication Skills utilized in resolving customer queries.

· Effective in managing workload in fast paced environment.

· Ability to Multitask and prioritize multiple projects.

· A Good sense of responsibility and maintain trust and confidence.

· Always looking forward for professional growth and new challenges.

Technologies Worked on: 

Micro Soft Excel, Word, Outlook and Windows, People Soft, Tally, ARIBAs and SAP R/3.

Professional Work Experience:
GENERAL MILLS India Pvt Ltd, Mumbai                                               2nd Jan 2012- 6tthMay 2015
Accounts Executive – CSIDC Payment Specialist Team.
	· Performed accounts payable functions -Audit and process invoices in GMI accounting system(SAP and ARIBAs ERP systems)

	· Ensuring urgent requests such as Check Payments, Third party payments, vendor payments, IO/ GL Payments are paid accurately and payments are made within 24hours.

	· Maintained adherence to Corporate accounting Standards GAAP and Compliance to SOX regulations.

	· Ensuring of meetings SLA’s (service level agreement) and TAT’s (turn-around-time) service deliverables.

	· Timely preparation of Vendor Balance reports/ Customer Accounts reconciliation report and share the same with the Management.

	· Meeting Month End business Goals and finalizing Accrual for Accounts Payable Customers.

	· Maintaining update Correct and accurate Trial Balance  and there by accurate recording of finalisation of Accounts 

	· Monthly preparation for GL schedules and Bank reconciliation

	· Delegating \Assigning work flow received in the queue to be processed for payments.

	· Supervising and coordinating subordinates to ensure in smooth accounting.

	· Mentoring the new Joiners.

	· Specializing in resolving pending invoice issues, pending for reasons  relating to Customer invoices, Payment status, approval and coding issues

	· Interacting with the clients on daily basis via generic mails and calls.

	· Assist the Manager in documenting on any Process changes.

	· Providing Root cause analysis and suggesting the Preventive action for the SLA’s not met and errors detected in processed documents

	· Focus on continuous improvement to the Payment Process team, identifying opportunities for efficiencies.


WNS Global Service Pvt.ltd, Mumbai                                                            22nd March 2010 – 17th Dec 2011
Sr. Associate - Accounting Operations.
	· Enter, verify and audit invoices using the Smart stream and Tally ERPs.

	· Coordinating end to end invoice processing, payments made through weekly pay cycle.

	· Running aged Trial Balance report to identify past due accounts. 
· Extracting Trial Balance from system and executing the preparation of Profit & Loss Account.

	· Analysing and investigating outstanding items and resolving financial discrepancies.

	· Timely Follow-ups with the Customers regarding collections, open balances and past due accounts.

	· Liaising with internal and external auditors as required.

	· Responsible for identifying and implementing a plan to resolve all discrepancies that arise in the payment process

	· Prepares journal entries, manual Entries, 

	· Supporting team members on all accounting issues.

	· Oversaw day-to-day Overall performance.

	· Systematic recording for all the operations.

	· Handling Self-Correspondence with all Business Clients, Suppliers and Banks


Academic Qualifications:
B Com from Model College of Arts, Science and Commerce (University OF Mumbai) secured 75%.

H.S.C from Maharashtra Board secured 77%.

S.S.C from Maharashtra Board secured 68%.

Personal Details:

	Date of Birth             
	: 10th December 1988

	Sex             
	: Female.

	Marital Status                                                     
	: Single. 

	Nationality            
	: Indian.

	Languages Known     
	: English, Hindi, Malayalam and Marathi.

	Hobbies                   
	: Reading

	
	

	
	

	Declaration:
	

	I hereby declare that all the above-mentioned information’s are true to the best of my     knowledge.

	
	


