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Summary
Result oriented Team Leader with Experience in IT and Non-IT Infrastructure Networks Mobility & Telecom Support service, Procurement, supply chain, Vendor management, Contract Management, Compliance Management, RFP, invoicing/billing, Cost Recharge, Reconciliation, Budgeting, Concur (T&E), Six Sigma, General ledger and Reporting. Effective at managing diverse team members to accomplish business goals. Detail oriented, efficient, with strength in both project, and time management.
​
Brief Overviews
· Good team handling skills with an ability to deliver assignments on time.
· Problem Solving Ability.

· Good at stabilizing the process.

· Integrative Thinking & Customer Focused.
· Self motivated professional with a hands-on results oriented approach who can rapidly identify problems, formulate tactical plans and operational procedures, initiate change and implement effective programs in challenging and diverse environments. 

· Possess Professional competencies on SAP, MS-Access, oracle and financial reporting tools.

Educational Qualification

Bachelor of Commerce from Karnataka University completed on March 2001 with special subject (Financial accounting & Auditing).
Technical Skills      
Advance Diploma in Computer Programming: Fundamentals, Operating Systems, Office Tools, Visual basic, and C Programming.      
Achievements  
· Six Sigma Green Belt Certification: Certified for automating manual Amex payment activity, which resulted into eliminating manual activity and achieving 100% payment accuracy. 

· Automation of journal voucher creation for travel expense booking. 
· Automation on Invoice: Cost center details reflecting in the invoices, which resulted in reducing the manual effort and time. 

· Partnership award for Ensuring HITS Finance Deliverables for 2014 and 2016 are met seamlessly with high Quality. 

· Soaring Eagle award for completing Demand plan and AOP for 2014, 2015, 2016 and 2017 on time with 100% Accuracy.

· Certificate of excellence for the year 2016.

Professional Experience
Novartis (India) Ltd   (Mar 2019 to till date)

Senior Specialist T&E, FC&C
· Leadership and Management.

· Concur implementation and Transition of process.

· Role model as senior specialist coaching and supporting junior team members of own team and/or other NGSC T&E teams.

· Serves as a Subject Matter Expert for related policies and processes, drives productivity and continuous improvement, process changes and leading practices to have an efficient and effective Solution Center process.

· Support a strong control environment, follow-up on audit issues and supports to implement correcting measures.

· Performance Management and Service Delivery.

· Support transition and is responsible for knowledge transfer and knowledge retention within T&E scope. 

· Provide timely assistance and customer-oriented support for incoming queries and issue related to T&E processes.

· Collaborate with and supports requestors, stakeholders and suppliers to solve more complex issues related to the T&E process. 

· Support the measurement and delivery of service levels and T&E KPIs.

· Support continuous improvement of Services in quality & effectiveness in close collaboration with line manager, peers and procurement. Isolates problem trends & ensures that troubleshooting efforts are completed for recurring problems until permanent solution are found.

· Own the delivery of all T&E daily operational tasks.

· Communicate new information and changes identified related to T&E process to all team members. 

· Act as SME for Novartis Expense Manuals for internal and external stakeholders.

· Handle Credit Card related matters: applications, inquiries, dunning process on overdue balances on Credit Cards.

· Compliance to the internal controls.
· Support the service Delivery manager T&E operation in the documentation of processes, policies and procedures, which comply with Novartis and Finance Core Standards.

· Ensure compliance with Finance core, Novartis Accounting Manual, Novartis Financial Controls Manual and Regulatory requirements.

· Ensures all processes, policies and procedures are clearly defined, fully documented, in line with Novartis standards and consistent with best practices.

· Live the Novartis Values and Behavior (Innovation, Quality, Collaboration, Performance, Courage and Integrity).

· Champion in customer service attitude enabling a highly collaborative environment towards internal and external stakeholders.
· Timely performance of T&E posting run/Manual postings and Clearings.

· T&E reimbursement in SAP/Manual expense reports.

· Corporate credit; Card interfaces monitoring and reporting/investigating Issues.

· Monthly reconciliation of T&E vendor suspense accounts.

· Follow-up of overdue balances on corporate credit card accounts.

· Responsibility to ensure all compliance checks and controls with not failure.

· Participation in Projects and initiatives representing.

Capgemini Business Services (India) Ltd   (May 2014 to Mar 2019)
Team Lead.
· Managing Honeywell IT & Non-IT Infrastructure operations support for Network, Telecom & Mobility Services for EMEA and

Honeywell T&E audit and payment team.
· Responsible for service Delivery of the project.

· Quality of the service as per the agreed standard with the client/stake holders.

· Being engaged with the clients/Stakeholders to understand and set expectation.

· Responsible for the contribution in the Development of Government service.

· Evaluate employee performance and identify the hiring and Training needs. 

· Supervising and motivating the staff in performing the day today activities.

· Ensure best practice learnt, shared and applied and promote knowledge sharing.

· Periodic project review with the leadership and submitting the reports.

· Providing business guidance to internal client and end user regarding potential issues stemming from new and existing contract.

· Working with internal client to develop strategies to address issue identified.
· Communicating the progress challenges risks and benefit to appropriate manager level.
· Ensure that accurate and sufficient contractual documentation are developed to effectively documenting the procurement transaction.
· Ensure that all the contractual documents developed are compliant with Honeywell policy.
· Identify risk associated with Noncompliance of contractual obligations.
· Ensure entity level compliance across all SBG 
· Managing customer audit by coordinating with stakeholders.
· Respond to RFP question for emerging customers.
· Ensure that the compliance framework is appropriate, effective and utilize in managing risk to the organization.

· Status of the organization compliance obligation is regularly monitored, reviewed and reported to the management.

· Ensure service provider publish all the changes in the Laws.

· Managing Honeywell IT budgets and ensure spends are in line with budget for EMEA region.

· Preparing and reporting out the Demand plan numbers and AOP (Budgeting and Forecasting) to Honeywell Leadership team
· Proficiency in forecasting and budgeting IT expenditure in order to align IT spent with Organizational goals.

· Performs financial forecasting, Variance analysis of Actuals vs Forecast and reconciliation of internal accounts.

· As part of Procure to pay team, closely work with the team to ensure purchase orders raised for IT & Lease contract does not overshoots the budget. Budgeting the fund value required for adding funds to the Purchase orders. Review of the status 60 report on weekly basis.

· Expertise in vendor management for procurement of IT infrastructure & Service.
· Analysis of Vendors quotations for generating PO, Negotiations with Suppliers to get the product at the best price, Verification of Vendor bill (TSF) as per the purchase order bill and accounting the same as per the nature of the expenses.

· Responsible to ensure monthly invoice’s relating to IT and corporate cost are recharged to the customer. Review of the vendor payments to see they are on time to ensure there is no production impact. 

· Support Procurement function to achieve the savings and other qualitative targets.

· Closely monitor and ensure procurement related controls are implemented.

· Ensure compliance to internal processes and statutory requirements.

· Ensure BMG Netting Reports for customer with credit balance are analyzed before it is processed for payments. WCT Tool is updated with the correct AR balances.
· OOB follow-ups and Past due follow-ups are reviewed and action taken to resolve the same.
· Researched and resolved invoice discrepancies to expedite payments. Scheduling weekly meeting with the Honeywell customer to resolve the disputed payments.
· Month end activities include posting of JV’s, Accruals, Expenses and Misc. accounts. Processing AR invoices on vendor accounts. Make sure all the Interunit adjustments are performed before closing of accounts.

· Involved in the Quality review for the Payments & journal voucher postings, reconciliation for 12 countries.

· Partnered with different internal departments to determine resolution for problem accounts.

· SLA Management with tracking and timely reporting to the governance teams.

· Design training, backup planning & plan implementation of new applications/activities.

· Working as a single point of contact for all issues & escalations & handle periodic conference calls.

· Customer Engagement – review meetings, presenting metrics, MOR & addressing queries / issues.
· Periodic Appraisals of the team (bi annual) & weekly team meeting.

· Conducting monthly one on one's, team huddle on regular basis.
· Responsible for day today management and oversight of the Global Travel and Expense Back office operation.

· Work closely with BPO provide to ensure service delivery remains intact and SLAs are met consistently.

· Be the escalation point for all T&E related issue. Accountable for upkeep of all tools / systems used for / by T&E.

· Oversea & accountable for all the inbound &  outbound interfaces from T&E operations(Concur & Corp Cart Portal)

· Responsible for Sustaining & improving delivery of all existing services on a Year on Year basis by collaborating with process owners across multiple location.

· Responsible for portfolio of global programs in T&E area. Includes driving & Managing Global Corp card program, Concur program, Audit & compliance, T&E data / Reporting and T&E VAT.
· Improve controls & drive initiatives aimed at cost savings, reducing leakage & increasing rebate potential.

· Work closely with Internal T&E partners (Travel Management & Procurement, IT, External T&E vendors) Banks & concur to deliver focused results on cost benefit, improved technology and value.

· Work closely with key stakeholders within procurement, travel management and the M&A team to support the rollout of the entire travel services suite to product (Travel planner Card & T&E systems) to new business acquired by the organization.

· Conduct & Lead periodic business reviews with supplier focused on building working relationship, review performance metrics and ensure Honeywell priorities are being addressed.

· Responsible for managing supplier billings and payments. Work with suppliers to deliver focused results on cost benefit, improved technology and Value.
Honeywell Technology Solution Lab Pvt Ltd.
(From July 2007 to May 2014)

Senior Accountant.
· Implementation of Manual Travel Expense Activities for Contract employees in APAC region in Concur.

· Transitioned the Manual Travel Expense Activities for Contract employees in APAC region.

· Working for Travel and Expense Support Team and Conduct travel and expense Payments for employees Reimbursements and Amex and Citi card payments from North America, APAC and EMEA regions and ensure that the employees are compliant with Honeywell Travel and Expense policy

· Verification of Travel expense reports for American express card payment and cash expense submitted by employees for Asia Pacific regions and giving approval for further processing in concur as per Honeywell Travel Policy

· Verification of Amex / Bank Payment and approval of Travel Cash advances as per the request from the employees submitted in Concur. This cash advance will be approved after calculation of estimated actual expense for that particular travel or Project and will be approved only as per the employees reimbursable Limits.

· Maintaining records of Cash advance released in concur and its corresponding deductions from the expense report submitted by employees in Concur until the cash advance balance comes to "ZERO". Process of following up with the employees for return of balance cash advance in case of no further travels and to close the outstanding.

· Preparation of Manual Journal Vouchers for booking of travel expenses depending upon the application used by the business units for accounting, adjustment of cash advance released, deduction and charging of expenses to project incase if the travel expense is incurred by employees to different Regions/ Entities project and reconciliation of bank statements at the end of the month.

· Providing the report of Bank reconciliation Statement, advising the payroll recovery to the finance team, reconciliation of Travel entries.

· Liaised with multiple vendors (AMEX, CITIBANK and BOC) and cater to employee requests.

· Communicated with vendors as Program Administrator and provided support to employee card related requests.

· Rectified the outstanding balance on the cancelled card (LDW) and contacted the employee’s Manager or HR to get the balance closed via call or email in the hour of need

· Resolve queries from customers on status & policy interpretation and handled queries on Payment and Audits.

· Made a benchmark in process documentation.

· Analyze and review of employee’s historical travel spends to identify non-compliance, potential fraudulent charges and auto approved reports in Concur and identify any deviations from the Global Travel & Expense policies across globally.

· Processing the Credit refund request due Honeywell or Employee on a timely manner.

· Scrutinizing claims for non-compliance and deviation in accordance with the Global / local T&E policies.

· Managing Honeywell IT support billing for Network, Telecom & Mobility Services.

· Validating and processing the supplier / Vendor invoices for Network, Telecom & mobility Services.

· Analytics & Reporting on IT Support service billing for IT Services.

· Reporting & Analysis of KPI report to the Global Leadership Team.

· Handling Demand plan and AOP for Honeywell IT support services.

· Analysis of consumed cost Vs AOP.

Fidelity Investment Service India Ltd.  (From March 2006 to June 2007)
Process Associate.
· Handled Work with Define Contributions Withdrawals & Reconciliation team (Retirement Service Money-OUT).

· Handling reconciliation of Participant’s 401 (k) accounts and transactions.

· Handling all types’ queries relating to taxes, stocks, checks and all other differences in accounts balances.

· Timely completion of all record keeping tasks related to Withdrawal money from a 401(k) account.

· Processing client request like Full payout, Hardship, Loans (general & home loans), in service, SWP.

· Processing requests daily, accurately and on time, while maintaining appropriate control measures to manage risk.

· Processing client request like selling stocks and rolling money into participants account. 

· Accounts reconciliation.
· Conducting Training for Joinee. 
Declaration:

I hereby declare all the above given information is true to the best of my knowledge.
Date:
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