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Name:     Paritosh Singh
Address: 809 Sector 5 Vaishali Ghaziabad U.P.	
E-mail:    paritosh.singh1987@gmail.com
Mobile:  +91-9953573225, 9451337248
		
Career Objective

To make a sound position in corporate world through challenging and regarding opportunity and utilize my strong technical/analytical/team building skills to achieve goal of the organization with devotion and hard work.

Work Experience:-

· JLL India Pvt Ltd – Since May 2019 (Designation: Senior Analyst)

Roles &Responsibility:

· [bookmark: _GoBack]Currently responsible as Account Lead for Lease Administration which is combination of both Accounts Payable and Accounts Receivable.
· Exposure on Oracle based JD Edward software.
· Bi- Weekly Client call, capturing M.O.M etc. to speed up the payment and collection process
· Coordinated with attorney, construction and leasing on various lease issues.
· Avoid and minimize revenue leakage through manage the pricing setup in billing tools by referring the contract, Price agreements and analyze to resolve the Billing usage rejects.
· Performing Internal Audit and Reconciliation to ensure all the charges entered accurately.
· Prepare various Reports on weekly & Monthly Basis after auditing day to day activities of Associates.

· Genpact India Pvt Ltd – From December 2016 to May 2019 (Designation: Process Developer)

Roles &Responsibility:

· Got opportunity to transition the business from GFS Prague to Genpact. Initially I was jittery as it was my first such assignment but soon grew in confidence. The learning on this transition was really immense as we worked on new tools called EIH & E1 which are JD Edward Based system. I was able to understand the navigation and perfectly captured the nuances of the system and prepared the SOPs accordingly which were signed off by clients without much amendment.
· Got Knowledge transfer for AfME legal entities and start working for Morocco and Tunisia  	countries Invoice Processing
· Handling Invoice processing of 6 Entities Morocco Tunisia Nigeria Kenya Senegal & Algeria Region.
· Processing of PO invoices and Non-PO Invoices.
· Responsible for reduction  of Saved and Hold Invoices from EIH and E1 while preparing Saved and Hold Reports on Daily basis and send to client to provide solution to resolve the issue and processed all the Invoices
· Performing Quality checks. send it to team for cross checking it whether the booking is correct or not to avoid errors
· Responding to queries from clients, consultants and suppliers   regarding the status of their payments and responsible for month end activities.
· Responsible to get all the open items closed on time pending with the team to get the payment release on time. (Posting Proposal)
· Responsible for managing AP helpdesk.
· Taking care of weekly and monthly calls with the client to bridge the gap and the process issues.

· Indira Gandhi Balika Inter College- From July 2012 To September 2016. (Designation: Assistant Teacher)
Roles &Responsibility:

· Teaching Maths and Computer.

· Speed Crafts Limited- From May 2011 to March 2012. (Designation: Account Assistant)

Roles &Responsibility:

· Worked on ERP based on Ramco E-Application. Version 3.1
· Reviewing all invoices for appropriate documentation and approval prior to payment
· Payments releasing including passing of  bills, preparing of cheque and authorized it
· Ensuring timely payment to Vendors as per Purchase Orders
· Entering and keeping records of Form 16
· Booking of  Purchase Vouchers & Cash Voucher
· Preparing of Salary 
· Preparing Bank Reconciliation Statement  

Educational Qualifications:-

Master in Business Administration (Regular) in Finance and Marketing (2010)
University-MJP Rohilkhand University

Bachelor of Commerce (2007)
University- VBS Purvanchal University

Project and Internship:
MAHINDRA & MAHINDRA LIMITED

Done project report on “To Analyze the Competition Dominant Banks for Improvement of Retailing of Mahindra Tractors” at M&M LTD
· Procurement of data from nationalized banks regarding financial criteria applied while financing tractors.
· Meet with top management level of banks for understanding their financial policies.
· Collecting data (primary data) for gaining exact factual response of the customer as well as dealer of tractors in Lucknow region. 
· Comparative analysis of Mahindra’s Tractor with several other market players

Communication skills: Good communication skills gained from work experience as daily interaction with International Delegates/Clients.
Organizational skills: 
· Good team-work skills, gained through meeting deadlines under work pressure
· Good team-leading skills (Being a control point of team and Management) 
· Good Data management skills, gained through preparing reports on daily, weekly and monthly basis and team performance updates (for R&R and other incentives) 
Job-related skills:
· Good knowledge of P2P
· Experience in Accounts Payable
· Creative thinking and Positive attitude
· Keen observer & curious to learn new stuff. 
· Working in large groups as one team
· Good Email writing skills

Some Software I am proficient in:

· Working knowledge on Oracle Based JD Edward software
· Working knowledge on SAP software
· Working knowledge of ERP based on Ramco E-Application. Version 3.
· Good knowledge of MS-Office, MS-Word & Excel
· Good knowledge of Tally ERP 

Rewards & Recognitions:

· Rewarded for best Quality Score.
· Awarded 3 Times with Bronze Award and Cash Award for Performing Best among team for Processing Maximum no of Invoices, For Work & Time Management and On-Time response and Solving maximum queries as per TAT.

Languages Known:

· English
· Hindi

Hobbies:

· Listen to music
· Watching Movies

Personal Particulars:

· Date of Birth	: 	21 July 1987	
· Father’s Name 	: 	Jata Shankar Singh	
· Gender		: 	Male	
· Marital Status	: 	Married 	
· Religion		:	Hindu
· Nationality	: 	Indian
· Passport No.        :              J 1922426                  
					

 Declaration: I hereby declare that all the above mentioned information given by me is true and correct to the best of my knowledge and belief.

										
																						(Paritosh Singh)
                                                                                                                        



