SHOEB 
E-mail- shoeb-394942@2freemail.com 
Address: Hyderabad
Career objective
Seeking for an organization, where I can get an opportunity to fully explore my professional acumen to add value to the organization and myself.
Career snapshot
· Master of Business Administration [Finance] with experience in Finance and Accounting.
· Have rich experience in Payments & Invoicing.

· Good hands on experience of MS-Office, reporting tools such as MS-Excel
· Presently associated with Genpact as Management Trainee.

· Previously associated with Axis bank Ltd as Assistant Manager.
· Previously associated with SBI Life Insurance Co Ltd. as Associate.
· Area of interests:  Accounting, Invoicing, Taxation, Fixed Asset Management, budgeting and MIS.
Professional Experience

since March, 2017

Designation: Management Trainee – Accounts Payable

Key Responsiblities

· Have been working in Accounts payable (invoice processing, payments, query handling).
· Responsible for monitoring the workflow frequently to prioritize critical invoices & processing them with accuracy in stipulated time. 
· Working closely with query team on all Invoice related queries & handling queries received from clients & resolving immediately with proper solutions. 
· Handled full cycle Accounts Payable duties in high volume, Fast-Paced environment Verified, Sorted
 Coded, Posted and Assembled invoices in SAP F110.

· Processing Payments in USD, EUR, GBP and other currencies with wide network of vendors and suppliers.
· Working closely with AP Processing team to make sure that Invoices booked on time and accurately.
· Handling vendor's queries over emails. 

· Transferring payment files to tools/portals so that payment orders must reach to banks.
· Processing Payments of Suppliers, Subsidiaries, Staff Salary- allowances, Settlements and credit 
Memos in accordance with company policy.
· Daily reporting to treasury team to arrange Funds.
· Processing, posting & clearing Direct debits in respective GL

· Preparing Month end reports.
· Chasing for payment related queries with bankers/onshore contact persons.

· Preparing exception report on weekly basis. 
Previous experience 
Tenure:  Sept, 2016 to Feb, 2017
Designation: Assistant Manager
Key Responsibilities

· Daily vouchers reconciliation on second level supervisory.

· Maintaining Moment registers.
· Making RTGS and NEFT.
· Handling Clearing, processing inward and outward clearing cheques on daily basis.
· Handling customers’ queries and processing requests under TATs.
· Assisting in Internal Audit
· Reconciliation of office accounts
· Compliance to the bank’s rules – internal guidelines, processes and procedures.
· Responsible for improving the Internal Audit Operational Efficiency score of the branch by timely completion of assigned tasks on continuous basis.

· Protecting bank's property as per safety norms and ensuring ethical conduct in ordinary course of business.
Tenure:  Nov, 2012 to Aug, 2016
Designation:   Associate
Key Responsibilities

· Processing Invoices
· Processing Non P O vendor bills
· Taking quotations from vendors as per requirements.
· Taking approvals from competent authority for placing a Purchase Order.
· Processing vendor bills after receiving goods and services.
· Reconciled, reviewed and processed invoices through an automated accounts payable system
· Ensuring timely processing of Invoices as per TATs.
· Maintaining Inventory records.
· Preparing different MIS reports as per requirement form Head office with the use of reporting tools such as MS-Office.
· Preparing different reports in Excel with the use of different formulas such as Pivot table & V-Lookup.
· Processing Business Travel related bills of employees.
· Coordinating with Head office for timely processing of bills and claims.

· Maintained vendor master files.

· Handled incoming calls for vendor inquiries and resolved invoice discrepancies
· Performed month end closing and posted re-classing entries
· Assisted in the interim and year-end audit
· Ensured timely payment of vendor invoices and employee expense reports
· Reviewed vendor statements and purchase orders, investigated and resolved open issues
· Communicated with marketing department, purchasing department and accounting department
Academic credentials
· MBA –Finance from SRTM University during 2010-12
· B.com. from SRTM University during 2006-09.
· 12th commerce form Latur board during 2004-06
· MS-CIT certified in the years 2008.
Personal details
Date of Birth

 : 30th June, 1989
Marital Status

 : Married
Languages known            : English, Hindi, Urdu and Marathi.
Passport                            : Expires on 31-12-2025
[Shoeb]
