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OBJECTIVES:

· To associate with an organisation where there is ample scope and career growth.

· To take up challenging assignments.

· To improve existing skills and to harness fresh skills.                             

EDUCATION QUALIFICATION:
	Academic
	Institute
	Year of Passing
	% Secured

	M.Com
	Bangalore University, Bangalore
	2003
	55%

	B.Com
	Bangalore University, Bangalore
	1999
	50%


COMPUTER SKILLS:  
· MS OFFICE 2003 & Windows XP (MS Excel, Word, & PowerPoint)
· NIIT coaching-Understanding of Information Technology in a corporate environment.
· Internal training on SAP-FICO from SRM Systems (Licensed Customer to SAP India) 
· ERP (Tally, Classic, Timpany,  SAP & Farvision) 
INTERESTED FIELD:

· Banking, Accounts, Audit, Secretarial, Finance & Administration.

EXPERIENCE:

1. Presently working as Senior Executive – Accounts at Assetz Property Group (From 11-02-2015 till date)
RESPONSIBILITIES HANDLED:
· Maintenance of Books of Account of Group Company & Projects including Finalisation.

· Checking of Suppliers bills with PO’s/WO’s/Work Contract/Agreement with internal & statutory compliance requirements.
· Responsible for PO/WO tracking details and Running Account Bills with WIP Schedule.

· Posting of Invoices and processing the payment to Suppliers/Consultants and other Project related expenses.
· Ensured all the Employee claims are processed accurately as per Company’s travel policy and travel Advances are settled in a timely manner.
· Maintenance of Project Sale agreements/approved price list/Sale Invoice/demand notes.
· Ensured timely accounting of collections and are deposited on timely manner.

· Ensured compliance by filing statutory remittances and returns TDS, PF, PT & GST.

· Preparation of monthly Bank/Cash/Inter/Group-company/projects reconciliations.
· Reviewed & reconciled the accounts of Suppliers and Customers and preparation age-wise analysis statements on monthly basis.
· Preparation of MIS report on Cash inflows and outflows for projects & Group Company.

· Co-ordinate with Auditors during Internal, Tax and Statutory Audits.

· Preparation of MIS report on Budget Vs Actuals of Projects expenses and revenue on monthly basis with projections and the same shall be forwarded to Project Directors for further actions.
· Facilitated month end close process, generation of Invoices on Group Company’s towards re-imbrusement of Cost, Project Management Fees & Sales Incentives on monthly basis..
· Monitoring the overall functioning of processes, identifying improvement areas and suggested adequate measures for improvement.  
2. Worked as Senior Executive – Finance & Accounts at Janalakshmi Financial Services Private Limited) – (09-04-2014 – 05-02-2015).
            RESPONSIBILITIES HANDLED:
· Posting of Invoices and processing the payment to Suppliers.
· Verified & disbursed Enterprise Loans, Small Group Loans and Home Loans to Customers as per Company’s TAT policy.
· Preparing & maintaining of Branch transactions, reconciliations and trail balance on monthly basis.
· Preparation of daily cash collection/remittances report at various branch levels on daily basis. 

· Preparation of Fund flow statement for arranging of funds to meet the working capital requirement at HO & Branch level.  
· Preparation of MIS report on monthly expenses with projections at branch level and comparing & monitoring the same, in case of any variances will be intimated to manager for further actions.       

· Liasoning with the bankers for all the wire payments transfers abiding with the statute and preparation of Bank reconciliations on daily basis.
3. Worked as Senior Executive – Accounts, Finance and Secretarial at ANA Flora Private Limited (Formerly MNA Flora Private Limited) (05-Nov-2010 - 07-04-2014).
            RESPONSIBILITIES HANDLED:
· Review of account transactions and ensured timely completion of month end accruals, reclassification & provision entries recorded by team in the books of account.
· Handled end to end process function of Payables & Receivables including Reconciliations and Age-wise reports.
· Preparation of draft minutes/agenda notes for Board Meetings and Annual General Meetings.

· Ensured compliance by filing all statutory remittances and returns including TDS, PT and MCA E-Forms with various statutory authorities including MPEZ.

· Apprised the management by preparing Cash and Fund flow statements for reviewing in generation of inflows and outflows of funds.

· Preparing MIS reports & other statements with a view to apprise management in taking critical decision-making process.

4. Worked as Associate & Executive Assistant to CS of the Secretarial Department at Kotak Mahindra Bank Limited (Formerly ING Vysya Bank Limited) from 16-Jun-2006 - 30-Oct-2010).
            RESPONSIBILITIES HANDLED:
· Independently handled and coordinated with NSDL, CDSL & Registrars & Share Transfer Agent for work related with Corporate Action for Credit of Shares issued under ESOS.
· Independently handled and coordinated with stock exchanges on the matters related with listing & trading approvals of the Equity shares issued under ESOS.
· Handled independently with the process involved in transferring unclaimed / unpaid Dividends to IEPF.  

· Preparing of Indents and submission of the same to Finance Department with original bills/invoices for processing and releasing of payments to vendors and reimbursing of expenses to directors after deduction of applicable TDS rates.
· Preparing a monthly report on provision of expenses of the department and the same shall be submitted to Finance Department for accounting purpose. Monitoring the status of monthly provision expenses that are cleared and providing clarifications in case of pending status.

· Preparing and maintaining monthly petty cash transactions of the department and a statement classifying the particulars of expenses is submitted to Finance Department for accounting purpose.

· Monthly reconciliation of department’s expense with the expense reports provided by Finance department for review, clarification and confirmation purpose.

· Preparation of MIS report on Annual Budget expenses of the department with projections and the same shall be forwarded to Manager for further actions.
· Coordinated with RTGS unit in ensuring Compliance in relation to payment of Interest to Bond Holders within due date.
5. Worked as Process Executive Accounts Payable Division and Customer Service Representative at 24/7 Customer Private Ltd (13-Sep-2004 - 22-May-2006).
            RESPONSIBILITIES HANDLED:

· Generating and posting of invoices.

· Generating and posting of Debit and Credit notes.

· Generating and reviewing of new Ledger A/c’s of Suppliers. 

· Resolving Supplier queries.

· Reconciliation of key Suppliers and Bank accounts.

· Creditor’s age report analysis.

· Preparing ‘Action-required’ reports.
· Handling customer Queries by email/chat options.
6. Worked as Account assistant at Srinath and Rao Co., Chartered Accountants (15-Sep-2001 - 08-Sep-2004).
            RESPONSIBILITIES HANDLED:

· Maintenance of Daily Accounts of the Firm and also of the Clients. 

· Bank Transactions & Reconciliation. 
· Preparation of Monthly Reports.

· Preparation of Final Accounts.

· Conducting & reporting of Internal Audits & statutory Audit.

· Reconciliation of Account receivables and payables.
· Preparing various MIS reports.
· Other Administrative and Secretarial works.

PERSONAL INFORMATION:
	Name
	Arun.G

	Date of Birth
	12.04.1978

	Martial status
	Married

	Languages Known
	English, Hindi, Kannada, Telugu


PLACE: Bangalore

DATE : 
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