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Profile
• B.Com graduate, proactive Finance executive with more than 10 years of progressively responsible
Experience supporting multiple C-level professionals. 
• Performs well with a variety of disciplines while remaining effective in a high-volume start-up environments with demanding workloads.
• Self- motivated, quick learner and capable of multi-tasking such as admin, audit support activities etc.
• Ability to work in both a team environment and individual environment.
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Achievements
• Sony India Pvt Ltd
◌ achieved more than 100% on last 3 KRA in performance evaluations.
◌ streamlined the process of AR, AP, Provision, and GL Accounting. 
◌ fixed assets management, Vendor master management. 
◌ Tat Maintained.
• Choice Solutions Ltd
◌ Special: 'CEO Special Commendation Award' for outstanding performance.
• Shriram chits Pvt Ltd 
◌ Best performer in branch for on time completion of work.
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Areas of Expertise
Day – to –Day posting entries in SAP
Accounts Payable & Receivable
Petty cash 
GST & Bank Reconciliation


General Administration 

Audit support
Employee claims process


Stock Audit


Inventory Management
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Sony India Pvt Ltd






Feb 2014 to feb 2020
Accounts Officer, Planning & control Division
General Admin & Accounting
· Day to Day Posting Accounting Entries in SAP
· Petty Cash handling,
· Involvement in Administration work i.e Admin Vendor finding & negotiations.
Accounts Receivables
· Accounting of RTGS/Cheques
· Quarterly Balance Confirmation form Dealers.
· Sale order release.
· Channel partner visits.
· Checking and Release of Scheme Credit/Debit Notes
· Dealer KYC Data Management.
· CMS Reconciliation.
Accounts Payables
· Checking /Verifying of vendor/suppliers bills(Admin/Ad-pro/Logistics)
· Monitoring of Vendor Payment as per TAT.
· Vendor Balance Confirmation Follow up/ updating.
· Vendor  Master Data Management 
· Purchase order releasing.
· Vendor Balance confirmation collecting on half yearly basis.
· Agreement inventory maintenance and follow up for renewal. 
Statutory Compliance
· Calibration on time
· GST Knowledge.
Employee Claims
· Verifying & accounting of Employee Claims-Travel/Conveyance/Mobile Bills Etc.
· Timely clearing the travel agency invoices
· Timely clearing of employee claims / advances.
Stock Audit
· Verifying Stock Audit Invoices/Zero Counter Debits to dealers
· Passing the stock audit bills with proper approvals
· Participating stock audit, wall to wall audit etc as per ho guide lines.
Month End / Quarterly Activities
· Provision coordination with other teams to book provision.
· Passing the  necessary entries in systems for closing the month
· Monthly statements to channel partners.
· Balance confirmation follow up on quarterly basis from sales pic.
· Provision has to be kept if any schemes payable.
· Monitoring the One time customer, E Waste monitoring
Co-ordination
· Coordinating with auditors to provide document as & when required in audit time.
· Coordinating with other teams internal queries.
· Supporting the HO team by providing documents as & when they require
· Maintaining Fixed Asset Register of Branch, coordinating with HO on time basis
---------------------------------------------------------------------------------------------------------------------------------------------------
International Travel House Ltd





Nov 2012 - Feb2014
ITH Ltd. is an associate company of ITC Limited, one of India’s foremost Private Sector companies rated amongst the world’s leading companies by Forbes magazine
Accounts Executive
General Accounting
· Cash Order to HSBC
· Vouching on daily basis in accounting system.
· Handling petty cash  
· Following of Billing Executive to raise the invoices on daily basis, Invoices Authorization.
· Maintain of Vendor Agreements & Client Agreements. 
· Accounting of Vendor Bills & Timely Processing on monthly basis.
· Necessary provision for expected expenses for the month.
Statutory Compliance
· Preparing & Filing of Returns pertaining to TDS, Professional Tax, ESI.
· Assisting on E TDS Returns Filings. 
· Assisting on  Sales Tax, Service tax
Coordination
· Creditors, Expenses Schedules prepare.
· Coordinating with H O for Payroll Process, Time Sheet management for contract Employees, and Administration work.
· Coordinating with Internal and External Auditors and for their Queries.
RECONCILATIONS
· Preparing Bank Reconciliation
· Inter branch reconciliations & balance confirmation every month.
· Vendor Account Reconciliation  
------------------------------------------------------------------------------------------------------------------------------------------------
Geomax Mines & Minerals Company                                 


      July 2011 to Nov 12
The Main objects of the company is business of acquiring, processing, developing, prospecting, exploring and operating mines & minerals and has presently entered agreements for life period of mines with Lease holders of Bauxite mines in the state of Jharkhand for extracting and sale of Bauxite in the market, company has group companies in the business sectors of cotton industry, Iron& Steel industry, Power projects, construction & real estate in the states of Andhra Pradesh, Orissa, Maharashtra. 
Accounts & Admin Executive
· Handling Day to day activities of Accounts
· Handling petty cash, Laisioning with banks for deposits, DDS, payorders.
· Maintaining proper records for Expenses
· Bank Reconciliation
· Vendor Management & Bills Payable
· Handling Payable and Receivable 
· Knowledge on TDS, PT, ESI 
· Knowledge on Sales Tax, Service tax
· Admin Activities such as Employee Joining formalities, Attendance, Leave records, payroll process
· Admin: housekeeping supervisor, scheduling payments of admin dept on time
----------------------------------------------------------------------------------------------------------------------------------------------
Choice Solutions Ltd 






      Mar’08 to   Apr’11
Company is a leading Software company, diversified into marketing of various branded software as well as STPI registered 100% EOU, having client base in USA. It is a end –to-end Enterprise IT Service Provider, having strong network with branch offices located at 10 Locations nationwide, and Vast Client base in IT Infrastructure services and business solutions. We are into trading of UPS units and environment friendly solar products, conceptualizing; Designing of Datacenter, to suit the Client / market needs on a comprehensive basis. Its Major Strengths are availability of basic infrastructure and experienced professionals
Accounts & Admin Executive
· Handling Day to day activities of Accounts
· Handling Petty cash & verification of Stock
· Bank Reconciliation, Monthly Billing to Clients
· Vendor Management & Bills Payable
· Handling Payable and Receivable 
· Knowledge on TDS, PT, ESI Monthly Returns
· Timesheet Management, Payroll process
· Knowledge on Sales Tax, Service tax
· Worked in HR team: Employee data base maintenance, payroll, timesheets, joining formalities, Attendance management, Employee Grievance etc.
 AWARDS:   Special: 'CEO Special Commendation Award' for outstanding performance for the 2009-2010 from Company.
--------------------------------------------------------------------------------------------------------------------------------------------------
 Diamond Signage’s Pvt. Ltd





  
Jan2005 – Feb 2008
Diamond Signage is a Signboards Manufacturing Industry. It manufactures all types of Signage’s, hoardings; Major customers include ICICI Bank, Reliance Industries Limited, Bank of Baroda and Bharat Petroleum Corporation Limited.
Accounts Executive
Responsibilities:
● Stock and Petty Cash Management.
● Day – to –Day activities of Ledger and Day Book.
●Salary process
●Activities regarding Bank Transactions
●Purchase Orders preparing.
Shriram chits Pvt Ltd







Jan2004– Jan2005
A Non-Banking Financial company, having may branches all over India, chits to the lower class people to higher class people, and having consumer loans to the reliable customers
Accounts Assistant
●Activities regarding Bank Transactions
●Updating the pass books to customers
●Petty cash maintenance
●Vouchers updating on daily basis
Other information
Date of Birth: 14-06-1978
Marital status: Married
Languages: English, Hindi, Telugu & Kannada
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