Babita   Babita.313227@2freemail.com  
SYNOPSIS
· A dynamic professional with 5 years of experience in handling E2E process of Accounts payable.
· A keen learner with a flair for adopting emerging trends and addressing industry requirements to achieve organizational objectives and profitability norms. 

· A consistent performer with demonstrated skills in improving process quality & streamlining workflow. 

· A strategist with proven skills in implementing new ideas & managing risks with effective mechanisms to mitigate them. 

· Deft at handling operations in compliance to the rules and regulation laid by various governing bodies. 
AREAS OF EXPERTISE
Client : Capital One US Bank

Accounts Payable-Procurement.
· End to End knowledge of Accounts Payable module from vendor maintenance to Invoice Processing to Cash Management.

· Posting of Customer/Vendor Invoices, Credit Memo, Vendor/Customers Payments and Manual Payments.

· Solving queries of Vendors related to payments.

· Working on duplicate detection of invoices and process of Escheatment.

· Knowledge of correcting vouchers created after processing invoices.

· Knowledge of Payment Run, ACH Return and Duplicate detection of Invoices.

· Automatic and semi manual reconciliation in Accounts Payable.

· Recovery remedies for wrong or overpayment.
· Expert in MS-Excel, Word, Power Point Presentations.

· Responsible for receiving, verifying, recording and paying of all invoices and maintaining an A/P register. Candidate Profile Experience College graduate Skills and Knowledge Leadership skills English language Training and willing to help continue the success of the property Leadership Competencies Attach the Leadership Competencies template that corresponds to the career band for the position. Business Results Balanced Scorecard Results: Supports strategies and conducts activities to drive financial results, guest satisfaction, associate satisfaction and market share. Main Responsibilities Obtain all invoices from Receiving Clerk, ensuring all prices and quantities agree with purchase order amount. Verify proper codes and signatures of appropriate Executive Committee Members & Department Head on all invoices. Maintain a supportive role with other departments. Prepare and maintain a proper filling system. Responsible for preparing accounts payable vouchers and printing checks and supporting.

Relationship Management: 
· Effective Management of Customer Relation Operations and ensuring maximum Customer Satisfaction by providing timely clarification of queries. 
· Interacting & developing rapport with all external/internal constituents of client at all levels; for maximum client retention and achievement of service revenues.

People Management: 
· Guiding team members ensuring the process of controlling fraud and maintaining healthy process flow.
· Training team members and subordinates to develop requisite skills; conducting trainings on products and fraud control skills.   

ORGANISATIONAL EXPERIENCE
Achievements
· Maintaining highest quality standards.

· Continuously one of the top performers in team of 45 FTE from the first month of joining.
· Lean trained and certified in Genpact
· Green Belt trained, certified in report automation in Tata Consultancy Services
Assistant Manager  :

Tata Consultancy Services                                                    April 13 to Till Now
Client : Lloyds TSB Bank UK
Key Deliverables:

· Prepare Payroll check list for tracking employee’s assignment.
· Resolving employee salary issue, transfer, Training related issue as business HR Role.
· Prepare Business Report For Onshore Client and Management.

· Updating of Client Business Report Daly Basis.

· Assist in developing different communications activities, ensuring that the output is to a high caliber and is consistent with corporate standards.

· Support in the production & distribution of communications material including all advertising below the line, digital, public relations among others.

· Initiate analysis and research to understand market requirements, consumer needs and competitor activities and ensure department is updated with current marketing trends, innovations and communication techniques.

· Take Corrective Action to remove to error on time.

· knowledge and experience in executing SAP GRC solutions across all Access Control components
· Experienced in hands on configuration for user provisioning, role management, super user management, risk analysis, continuous control monitoring, risk assessment and management.

· Meeting the expected Levels of Service Delivery - Process Turnaround time, Self & Team Productivity, Accuracy, Attendance. 
· Managing day to day operations of the team and ensuring workloads are processed within departmental targets for turnaround times and quality measures. 
· Maintaining Production, Customer, Quality, Training, Knowledge management documentation and other process audit artifacts.

· Preparation of Dashboards to provide status update / performance level to Client and Internal stakeholders.
· Mentoring Process Analysts. Conducting regular documented one on one with Process Analysts.

· Review, Report training progress of new hires. Facilitate cross training in the team

· Timely completion of Annual Performance review of team

· To ensure any problems or ideas you identify during your working day are flagged immediately to your Manager.
Process Developer:
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Key Deliverables:

· Invoice processing and duplicate check report.

· Match Exception mail box for PO and Non PO payments.

· Rectification and posting of Vouchers. 

· Cross trained with Vendor Maintenance Team and pay cycle process. 

· Escheatment for Unclaimed payments. 

Achievements:
· Bronze and 2 times Spot award winner for good performance.

· Awarded Certificate of Recognition for outstanding contribution in team. 

· Certified by GENPACT corporate learning team for various trainings, Conference Call Essential, Presentation Skill, Email Writing Skill and Online reconciliation
Personal qualities:

· Acts on own initiative, makes things happen and accepts responsibility for the results

· Builds a useful network of contacts and relationships and utilizes it to achieve objectives

· Adheres to company rules and procedures; executes plans with commitment and determination; achieves high quality results

· Quickly understands and analyzes complex issues and problems; comes up with sound and rational judgments

· Communicates in a clear, precise and structured way; speaks with authority and conviction; presents effectively

· Cooperates well with others; shares knowledge, experience and information; supports others in the pursuit of team goals
· Handling HR related issue for 40 person team as Business HR in Tata Consultancy Services.
· Resolving team salary issue, Transfer, promotion Test, joining related concern in an effective manner. Got appreciation from HR Head as Best Business HR

· Excellent communication skills and a professional attitude

· Detail Oriented. Highly proficient in Microsoft Office Suite

· Supervise and maintain the external & internal customer satisfaction by handling complaints to meet the customer expectations.

· Supervise the Customer Service team by setting objectives, motivating team members and coordinating with different departments to increase product knowledge and customer oriented mind set to ensure the team’s continuous growth and development.

· Report the actual product and financial status by extracting, analyzing and preparing  periodical reports to the finance and planning  department in order to communicate the all Service level agreement have been met timely.

ACADEMIA
· B.Com from KUK University kurukshtra
· MBA finance from DBIMCS institute Mandi Gobindgarh Punjab

