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Siva Shankar Poodi

Mailing Address: Flat No: 65, Official colony,

 Maharanipeta, Visakhapatnam.
 Pin: 530002 Andhra Pradesh.
Email:sivashankar.mba09@gmail.com                          
Mobile: +919505950528                                                           
In quest of assignments in Finance & Accounts/MIS Reporting with a growth oriented organisation especially in the Diversified Financial Service Sector
                      
· Enthusiastic and motivated to take on challenges and deliver positive results.

· Deft at conducting the revenue & profit analysis of sector outlook.

· A strategic planner with expertise in analysing existing systems & procedures, preparing business continuity plans, month end reporting, designing internal control systems and facilitating effective decision-making.

· An effective communicator with excellent relationship building, analytical and negotiation skills.

· Deft at facing any challenging situation and to resolve it with time management skills 

       Quick learner with positive & logical frame of mind and driven for results with flexible solution

Looking forward for an opportunity to work in a challenging environment, where I can utilize my knowledge and 
Skills for overall benefit and success of the organization and also for the improvement of my personal skills
Capable of working hard as part of group as well as individual, good concentration, commitment toward assigned
Work, accountability, punctual, co-ordination and interested in exploring new areas.
· M.B.A: Post-Graduation from Sun Institute of Technology and Management P.G Courses under GUAHATHI UNIVERSITY with the streams of Finance during 2009-2011 in Visakhapatnam.
· Graduate: Bachelor of Commerce with B Com (Computers) at ideal degree college under ANDHRA UNIVERSITY during 2006 – 2009 in Kakinada.
· Intermediate under group C.E.C from Andalamma junior college with board of intermediate Andhra Pradesh.

· S.S.C (General) from P.R.GOVT Scholl with board of secondary school education Andhra Pradesh. 
· People Soft (Oracle) - A Software for Accounting.
· SUN - A Software for Accounting. 
· Opera – A Software for Accounting. 
· Ids-A software for accounting 
· Tally ERP9 - A Software for Accounting.
· Proficiency in Microsoft Word & Advanced Excel (Operating System Windows (7,8 and 10)
Company Name Best Western plus TejVivaan
Designation / Position Held:   Accounts Payable executive.
Period   :  From May - 2020 to Present.

Company Name: Four Points by Sheraton Marriott (Marriott International)
Designation / Position Held:   Accounts Payable Associate.
 Period   :  From April- 2019 to April-2020.
 Company Name: Nspira Management Services Pvt Ltd
 Designation / Position Held:   Accounts Assistant.
 Period   :  From April- 2014 to Decmber-2017.
Duties and Responsibilities of accounts payable:
· Perform the day to day processing of accounts payable transactions to ensure that finances are maintained in an effective, up to date and accurate manner.
· Completes payments and controls expenses by receiving, verifying and reconciling invoices.
· Protection of company assets by following good accounting practices.
· Charges expenses to accounts and cost centres by analysing invoice/expense reports; recording entries.

· Responsible for managing the accuracy and timeliness of payments to our numerous vendors. Scheduling and preparing checks, resolving purchase orders, contract, invoice or payment discrepancies and documentation.

· Responsible for overseeing and maintaining the accounts payables cycle.
· Assisting with banking and the posting of receipts to property accounts as needed.
· Overseeing the scanning and the filling of accounts payable documents and check support.
· Maintains manual or computerizes sequential log record of all purchase orders issued, completed and outstanding.
· Obtains original copies of all purchase orders and matches same to related receiving materials.
· Verifies receipt of all materials listed on invoices and statements received from vendors and suppliers.

· Performs accuracy verification of items received, prices charged and invoice extensions.

· Posts/inputs invoice data into accounting record daily.
· Performs file maintenance activities for purchase orders, receiving collateral materials, check back-up copies, computer print-outs and other documentation pertaining to accounts payable operations.
· Ensures adherence to all departmental and hotel guidelines, policies and procedures.
· To Create Vendor Master Data.
· Reconciliation of individual ledger of sundry debtors & creditors.
· Preparing Bank Reconciliation Statement.
· To Prepare a TDS working’s on monthly basis send to consultancy.  
· To Prepare a GST Return’s on monthly basis send to consultancy.
· Processing Debit Note, Credit note if any returns.

· Perform such other duties as assigned by the Finance Manager. 

· Assist with month end closing.
Duties and Responsibilities of accounts Receivable:
· Checking the guest bills and segregating the same according to its mode of Payments.
· Preparation & Sending of invoices for all the Debtors bills on day to day basis.

· Prepared Different types of Bill to Company Billing, like Daily Billing, Group billing, Social Evets billing etc.,

· Credit Card Reconciliation on day to day basis.

· Checking the Guest bills and segregating the same According to its mode of payments.
· Handle and monitor all matters relating to customer credit and timely collection  of outstanding debts,

· Following up on collection of outstanding accounts in a manner that will yield the best timely results while maintaining good relations with the Customer.

· To answer queries and account disputes
· Follow ups for the outstanding payments with Debtors on timely basis.

· Handling different types of Guest queries like billing issues, taxation issues, over charge issues etc.

· Father Name

:
Siva Shankar .Poodi      

· Date of Birth

:
30th June 1985
· Marital Status

:
Married
· Nationality

:             Indian
· Interest


:             Playing chess, listening music. 
· Language Know
 
:             English, Hindi & Telugu.
· Permanent Address        :    Door No: 12-71, A.S.R Colony Turangi Yanam Road, Kakinada East Godavari district, A.P. 

· Can be furnished on requirement.                         
                                                                             DECLARATION
The above-furnished details are true to my consequence. It would be a great pleasure to work in your esteemed organization. I would assure you that, I will endeavor my duties with sincerity, discipline and honesty.
PLACE: - Visakhapatnam
DATE: -                                                                               



 Siva Shankar Poodi[image: image2.jpg]



SUMMARY 





OBJECTIVE





PERSONAL STRENTHS








ACAMEDIC 


PROFILE








TECHNICAL SKILLS





WORK EXPERIANCE 





PERSONAL DETAILS





REFERENCE








