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SAIMA                                                               
E-Mail: saima.375367@2freemail.com    
Current Address: Dubai/AbuDhabi (United Arab Emirates)                             (Visit Visa)                           
 SHAPE  \* MERGEFORMAT 



Seeking assignments in Accounts / Finance with growth oriented organization, where I can utilize my skills to the fullest, make significant contribution and learn simultaneously as much as possible and enhance my skills further. 
	
	PROFESSIONAL SYNOPSIS 

	
	A commerce graduate with profound experience of over 6+ years in Finance and Accounting.  

	
	Proficient in Team handlingOperations & Quality.

	
	Accounts Payable, Accounts Receivable & Branch Accounting, Vendor Reconciliation, Quality etc  

	
	Proficient in handling Account payable processing, Payment run & Auto Miro processing.  

	

	Well versed with SAP ERP-oracle-Almira – Accounts Payable/Acc Accounting, GL Accounting.
	ounts Receivable, Branch 

	
	ACADEMICS 
	

	
	Bachelor of Commerce (B.Com)   



	March-2010 

	
	Mumbai University (K.J Somaiya College)


	First Class   

	
	Board of Higher Secondary (H.S.C)  



	March-2007

	
	K.J Somaiya College


	Second Class   

	
	Board of Secondary School (S.S.C)  



	March-2005 

	
	Yusuf Patel Urdu High School  



	First Class   

	
	EMPLOYMENT SCAN 
	



Etihad Airways Centre (Finance &Accounts)  
Dec’15 – Sep’17

Abu Dhabi- UAE   




 SHAPE  \* MERGEFORMAT 



Total Experience:  1.10 YEARS  
· Job Responsibilities: Finance & Accounts –Sap, Almira & Oracle (Direct Operating Cost)
· Reconciliation of Invoices with airline elements In Almira system(used by Etihad)  
· Working in DOC (Direct Operating cost)  
· Handling entire HO for Line maintenance Invoices(Supplier & IATA Clearing house)  
· Handling different stations as per the request for Ground handling, Cargo handling, Overflying, Crew Layover & Landing Parking.  
· Identifying rate & quantity as per the contract.  
· Checking the Accounting Entries made by the Associates.  
· Reconciliation Report.  
· Summary of Reconciliation.  
· Identifying Errors & Incorrect location where the entry has been punched.  
· Accounts Payable invoice related to Airlines.  
 SHAPE  \* MERGEFORMAT 




WNS Global Services ( THOMAS COOK-UK)  
Oct’13 – Dec’15 

Team Leader-Finance &Accounts (Quality Team)  





 SHAPE  \* MERGEFORMAT 



Total Experience:  2.2 YEARS  
Transferred to the WNS Global Services Position of Team Leader-Quality in the month of May’15
· Job Responsibilities: Handling team of 22 members. 
· Auditing/Checking the Accounting Entries made by the Associates.  
· Identifying errors, giving proper feedback & guidelines to overcome from the errors.  
· Counselling the defaulters to overcome from the errors.  
· Reporting Client & Management regarding Errors & Process Accuracy Daily, Weekly & Monthly.  
· Conducting Meeting/Coaching & Feedback Session to get the Root Cause of the Error & Implementation of Preventive Measures to overcome from errors and preparing the MOM for the meeting.  
· Implementation of ideas if any received from Clients or Management.  
· Tries to give full Work Satisfaction to Client. 
· Conduct Calibration & ISO Audits
· Quality reporting.  
 SHAPE  \* MERGEFORMAT 




WNS BCS Ltd( THOMAS COOK India Business)  


Team Leader-Finance &Accounts( Training Team/Quality Team)  





 SHAPE  \* MERGEFORMAT 



· Designation: Team Leader- Finance & Accounts-SAP-FICO
· Job Responsibilities: Handling team of 54 members. 
· Branch Accounting (SAP-FICO):(64 Activities) 
· Transition for  Branch accounting  
· 32 members Team Handling  
· Pan India Branch accounting  
· Appraisal & KRO Setting 
· Handling team escalations & regular coaching & feedback 
· Monitoring new hire process training & up skilling team members 
· Accounts Payable Invoice Processing – MIGO, PO &Non PO Processing, Auto MIRO & Custom MIRO processing, Processing of Freight, Import & Export bills and Payment processing 
· GL Analysis & Reversal of incorrect GL 
· Add-on-cost processing
· Query resolution of exceptional scenarios  
· Preparation  and maintenance of Standard Operating Manuals 
· Preparation of necessary decks for Business Reviews &attending  Client Meetings 
· Preparation of necessary dashboards for daily client reporting 
· DPM/SOP prepared  
· Client Meeting  
· Prepare reports  
· Daily Reporting  
· Query resolution  
· Team handling for 22 members  
· Audit Entire Branch accounting  
· Nostro:  (20 Activities) 
· Trained New Employees  
· Audit   
· Bank Payments (Vendor payment)
· Travel & branch Accounting
Promoted to the Position of Team Leader-Quality in the month of Nov,14
· Job Responsibilities: Handling team of 24 members. 
· Auditing/Checking the Accounting Entries made by the Associates.  
· Identifying errors, giving proper feedback & guidelines to overcome from the errors.  
· Counseling the defaulters to overcome from the errors.  
· Reporting Client & Management regarding Errors & Process Accuracy Daily, Weekly & Monthly.  
· Conducting Meeting/Coaching & Feedback Session to get the Root Cause of the Error & Implementation of Preventive Measures to overcome from errors and preparing the MOM for the meeting.  
· Implementation of ideas if any received from Clients or Management.  
· Tries to give full Work Satisfaction to Client.  
 SHAPE  \* MERGEFORMAT 




SERCO (Account Payable - Blue Star)  
Aug’11 – Oct’13 

Senior Executive -Finance & Accounts-Quality Analyst  




 SHAPE  \* MERGEFORMAT 



      Total Experience: 2.2 Years 
· Designation: Senior Associate-Accounts Payable
· Job Responsibilities: Accounts payable processing (SAP-FICO) 
· Account payable processing (SAP-FICO):
· Purchase Order (PO-MIRO)  
· Non-PO Invoices (FB60).   
· Custom Invoices  
· CHA Invoices  
· Import Invoices  
· Freight Invoices  
· Expenses/Utility/Vouchers  
· Debit Note/Credit Note  
· MIGO & GRN creating  
· Payment runs:
· NEFT/Direct Debit.  
· COS (Cheque Payments).  
· F-53 (Part Payment).   
· Separating of RTGS/NEFT & Cheques Vendors.  
· Passing Payment Entries & intimating to Client & Other Team members.      


Other Activity:
· Auto MIRO processing: Invoice processing through Serco Internal Software.  
· Query Validation: Analysis of escalation & resolving internally before reporting to client.  
· Accounts Receivables: Preparation of Sales Order & Out Bond Delivery.  
· Meeting: Attending Meeting with Client to resolve their queries related to Compliance & preparing Minutes of Meeting (MOM) also provide the feedback to team members.  
· Handling client requirement in absence of Team Leader & preparing client report.  
· Handling floor query of new joinees& other team members also educate the team on various compliance matters like (TDS, RCM related).  
Expert Knowledge  
· VAT Invoice Processing & return Filing. 
· RCM invoice processing.  
· Service tax input credit report preparation.  
· RCM & GTA liability report preparation.  
· CENVAT related invoice  
· TDS Return / Filing  
Promoted to the Position of Process Analyst
1)Process Analyst-Accounts Payable
Job Responsibilities:
· Auditing/Checking the Accounting Entries made by the Associates.  
· Identifying errors, giving proper feedback & guidelines to overcome from the errors.  
· Counselling the defaulters to overcome from the errors.  
· Reporting Client & Management regarding Errors & Process Accuracy Daily, Weekly & Monthly.  
· Conducting Meeting/Coaching & Feedback Session to get the Root Cause of the Error & Implementation of Preventive Measures to overcome from errors and preparing the MOM for the meeting.  
· Implementation of ideas if any received from Clients or Management.  
· Tries to give full Work Satisfaction to Client.  
TECHNICAL & IT SKILLS  
· SAP: R3 Production Server (Financial Controlling (FICO)-Module)  
· ORACLE  
· Almira Application ( Airline Management Information Application) 
Well versed with Tally 9.0 and 9.3 ERP other tailor made software. 
· Typing speed (English) - 45 w.p.m.  
· Well versed with MS Excel, Windows, MS-Office and Internet Applications.   
· Learn six Sigma quality management training-While Belt  
Root cause analysis  
· Process mapping tool  
PERSONALITY TRAITS  
· Good Communication, relationship building and interpersonal skills.  
· Good team leader with decision making ability.  
· Ability to work efficiently in a team as well as independently.  
· Capacity to work hard to meet targets.  
· Lead and successfully completed AP & Branch Accounting transition for WNS BCS Pvt LTD. 
· Participated in debate & Quiz. 
PROFESSIONAL ACHIEVEMENT  
· Reward & Recognition for the month of November 2012 in Serco(Blue Star-AP).  
· Reward & Recognition for the month of December 2012 in Serco (Blue Star-AP).  
· Reward & Recognition for the month of March 2014 in WNS (Thomas Cook).  
· Appreciation letter from Etihad Airways for the 2016-2017. 
	
	
	
	         PERSONAL PARTICULARS 

	

	Date of Birth  
	:  
	14th Aug 1989  

	

	Gender  
	:  
	Female  

	

	Marital status  
	:  
	Unmarried  

	

	Nationality  
	:  
	Indian  

	

	Languages Known  
	:  
	English, Urdu, Arabic, Hindi & Marathi  

	

	Hobbies  
:     Traveling, Meeting people, Watching & Playing sports  
 

	
	

	
	

	
	DECLARATION 


I hereby, declare that all the information furnished above is true to the best of my knowledge and belief.  

SAIMA S. KHAN   





Date:




