MERLIN RAJAN
D -213, Maruti Paradise, Plot 92-95, Sector 15, C.B.D Belapur, Navi Mumbai - 400614 

Contact: 9819308933  | merlin.rm@gmail.com 


PERSONAL DETAILS

Date of Birth:   24th July 1989

Age: 

  31 years

Gender: 
  Female

Nationality:      Indian

Religion: 
  Christian

Marital Status: Married

Languages:      English, Hindi, Marathi and Malayalam


PROFESSIONAL SUMMARY

Detail-oriented Accounts Officer, experience of 6 years in effectively maintaining accurate accounting information for large-scale organization. Consistently exhibits sound judgment when scrutinizing complex financial documents.
cs

EDUCATION
PG DIPLOMA Finance Management (Distance Learning)

WeSchool – Welingkar Institute of Management Development & Research
Passed with First Class
BACHELOR OF COMMERCE Accounting and Finance

Mulund College of Commerce | Mumbai University | 2010
Secured – 80.67%
HSC - Commerce
VKK Menon College | Mumbai University | 2007
Secured – 80.33%

SSC 
St.Joseph’s High School | Maharashtra Board | 2005
Secured –67.06%

SKILLS

· GST Basic Training

· SAP

· Tally Basic

· Certified Public Accountant (CPA) (Enrolled)

· ERP (Enterprise Resource Planning) software

· MS Office Suite

· Strong communication skills

· Self-motivated professional

· Good Listener

· Team Player

WORK HISTORY

ASIAN PAINTS LIMITED

Accounts Officer | May 2010 – May 2016

Accounts Officer I - May 2010 - May 2012
Accounts Officer II - May 2012 (Promoted) – May 2016
Team Handled: 4 Members.

NATURE OF JOB
Computation: 
· Bifurcating Capital & Revenue Expenditure, based on which entries are posted and assets are created.
· Monthly cash & salary advances for main plant.

· Handling Sale of assets & scarp sale accounting.

· Taking care of Asset Transfer entries.
MIS Reports:
· Preparing Cash & Bank Reconciliation Statement for Plant

· Checking & Verifying National Sample Survey data for Plant 

· Quarterly Analytical Review of Capitalization of Assets Preparing Acquisitions, transfers & Retirement Statement for the month & checking for any discrepancies Preparing Monthly Asset Transfer report & forwarding it to Taxation Team.
Other Activities: 

· To co-ordinate with IT department for each and every change that need to be done in SAP (related to Fixed Assets Team).
· To Co-ordinate with Plants & other functions for Data that to be received for capitalization & training them for the same.
· Regular Plant and Branch Visits (Across India) for training and process audit purpose.

Responsibilities handled before Job Rotation are as mentioned below.
Computation:

· To ensure that correct accounting entries are passed in the vendor\'s account.

· To make sure that correct calculation is done in the bill.

· To take proper credit of the tax & deduct tax wherever applicable.

· Suggesting proper calculation of tax for Freight and Vendor Expense.

Finalizations:
· To ensure bill checking and entries are done in time & the payments are finalized as per the service level agreement (SLA) 
Payments to Vendors:
· To check the bills that are submitted by the vendors & make payment as per the tax compliance & company's policies.
· To make e-Hundi, Paper Hundi and Cheque Run in SAP (daily)
· To get in touch with banks for intimation of Hundi Overdue.
· Vendor Account Sanitization in SAP
· To check whether any advances are given to vendor.

· To ensure that no open advances or debit balance is there in the vendor\'s account.
Other Activities:

· Internal Process Auditing

· Internal Auditing for specific teams.

· Training new employees (including managers) regarding freight calculation and company policies.
· Visits to branches and plants to discuss and to solve issues faced by us and commercial officers and vendors.
Projects Handled: 

· Worked independently on a project of freight automated payment to transporters and Auto Tax calculation for Tertiary Freight.

· Vendor Workflow Project - Auto Bill uploading and processing via SAP.

· Process flow documentation and sanitization for ISO Certification.


CERTIFICATIONS

· Employee Competency Acquaintances (From Asian Paints, Course Tenure December 2014 – February 2016)
· Management Development Program – Finance for Finance Executive (Two modules from NMIMS)

· Practical GST Training Completion Certificate


Date:
                     



  

Ms. Merlin Rajan

Place: Navi Mumbai 



















