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Goal-oriented professional seeking assignments in Finance & Accounts with an organization that provides a challenging job & opportunity to prove innovative, leadership & managerial skills preferably in the CROs, MNCs & Service sector
	COMPETENCY MATRIX

Finance & Accounts

MIS Management

Reconciliation

Oracle R12, PeopleSoft
Budgeting

Tax Planning

Liaison / Coordination

Process Improvement

Statutory Compliance

Team Management
	AN OVERVIEW

· Seasoned professional with 8 years’ experience in the areas of Financial Accounting, Accounts Receivable / Payable, Budgeting and Cash Management

· Proficiency in managing financial accounting, Salary processing, receivables & payables management, preparing ledger books, bank reconciliation statements and finalization of accounts

· Demonstrated abilities in managing various operations and accelerating the business growth

· Possesses experience resulting in better financial performance and enhanced systems for higher performance of the team

· An effective communicator with good relationship building & interpersonal skills


AREAS OF EXPERTISE

· Managing finance functions encompassing determining financial objectives, designing & implementing systems and policies & procedures to facilitate internal financial and process controls

· Handling preparation of statutory books of accounts, Salary processing, bank reconciliation, vendor reconciliation and consolidated reports in compliance with time & accuracy norms

· Developing financial statements including Trial Balance, Profit & Loss A/c., Age-Wise Accounts Payable / Receivable Statements and Balance Sheets

· Formulating monthly budgets and handling month end closing activity

· Following up of bills receivables after invoicing to debtors and conducting ageing analysis to keep receivables under control

· Ensuring that all payments are made to suppliers within the stipulated time frame and managing accounts payable within the pre-set parameters

· Preparing the MIS reports such as Sales / Profitability / Costing / Productivity Report, etc. for all India 

· Attending to Internal / Statutory Audit and evaluating the internal control systems to highlight shortcomings & implementing recommendations

· Arranging for timely deposit of taxes (TDS, PF, ESI & Service Tax) and appearing before the DCIT and CIT

· Conducting verification of Fixed Assets on monthly, quarterly and yearly as required by the management

ORGANISATION EXPERIENCE

Sep’13 – Nov’14 
[Company Name], [City]
Role: As Accountant
· Maintaining books of accounts like General Ledger, P &L Statement, Balance Sheets monthly, quarterly, and annually as per GAAP standards
· Salary processing, Posting JEs and updating Fixed Assets Register, performing capitalization and retirement of fixed assets and posting FA depreciation

· Coordinating with overseas counterparts / banks for inter-company billing and FIRCs
· Interfacing with internal departments for resolving issues related to accounting entries

· Participating in Oracle testing like SIT & UAT
· Preparing periodic audit schedules and collating account for periodic provisions as per defined process 
· Maintaining tracker of monthly provisions and reviewing it to ensure accuracy
· Handling the Accounts Receivable operations including Pass-through, Transfer Pricing, following up for payments, etc.
Nov’10- Sep’13 

[Company Name], [City] 
Role : As Accounting Associate
· Coordinated with overseas counterparts / banks for inter-company billing and FIRCs
· Handled preparation of periodic audit schedules
· Maintained tracker of monthly provisions and regularly reviewed it to ensure appropriateness
· Ensured timely payment to employee as well as vendors which included settlement of:

· Advances or security deposits to vendors 
· Employee claims in respect of travel and official expenses
· Responsible for settlement of Center Imprest on periodic basis; involved in regular monitoring and confirmation of Imprest Balances at the Centers to ensure only approved expenses are claimed thru imprest and there is no misappropriation of funds at centres
· Ensured adherence to statutory compliance which included managing deduction and deposit of TDS / Service Tax, issuance of certificates, filing of quarterly returns, etc.
· Responsible for:

· Pass-through & Transfer Pricing Invoicing

· Following up for the payments

· Party Reconciliation, etc.

· Facilitating timely deposits and filing of taxes such as TDS &withholding tax and issuing Form 16A to vendors
May’08-Nov’10 

[Company name], [City] 
Role : As Accounting Executive



· Ensured timely payment of various vendors in accordance with defined procedures and timescales

· Reviewed calculations and input computer codes for variety of documents
· Addressed customer enquiries & complaints in order to ensure maximum satisfaction
· Developed:

· Payables Statements in SSA for payments to the vendors
· Accurate financial records including data input to the computer
· Processed payment IDs, party maintenance, ageing run, issue debit/credit note, journal review, commission payment in PeopleSoft
· Charged credit cards of various parties in Paymentech
· Conducted analysis & planning of IIM-CAT applications to be printed for that year
· Monitored daily sales volume and forecast of the future sales and if needed send further more applications on time
· Conducted analysis of applicants registered on the portal on daily basis
· Supervised all financial activities of IIM-CAT (Online) Examinations
· Responsible for IIM CAT exam voucher inventory management
Commenced Career: Apr’06-May’08 
[company name], [Place] as Accounting Assistant
EDUCATION
· M.A. (Mass Communication) from [University name], [city], [State] in __________(year)
· B.Com. (Hons.) from [University name], [city], [State] in __________(year)
Other Qualifications:

· UGC-NET for Lectureship in Mass Communication for University Grants Commission in __________(year)
PROFESSIONAL ENHANCEMENTS

· IFRS certified from iACT in Mar 2015

· Six Sigma Black Belt, from V Skills (Joint venture of DSIIDC & TCIL) in Jan 2015

· Qualified IELTS General Training from British Council with 5.5 band

· Completed Advance Excel Training from New Horizons Computer Learning Centres, India
IT SKILLS

· Well versed with Oracle EBS, Tally9, PeopleSoft, SSA Global, mySAP FI / CO, CostPoint, Crystal, MS Office (Excel, Word, PowerPoint & Access), S&R, CompuTDS and Internet Applications
PERSONAL DETAILS

Date of Birth:



______________________________
Address:




____________________________________
Languages Known:

English, Hindi,…..
Location Preference:
_____________________________________
