Experienced scomunt st with o passion for di gial scommiting and financial docomeniation management,

Education
VIVERANANDA DEGREE COLLEGE Bangalore
Bachelor's of Commerce in Finance specialzGon X007 - X000
Expericnce
INFINITY EXGINEERING SERVICES India
Ao unil ol Ang AN - Jul XpX2

= Maintaining sccounts payable, expenscs, liability amd equity acoonis
= Muintaining the books & e ng the accuracy of bookkeeping

- le::ﬂn'n; pey menis and H,'.'l,.‘l'l.‘d.‘il!‘ dishurseamenis

* Preparstion of B-way bill, credit & debit note

= Analysing financial data, prepor ag financial staements

= Follow up with vendors/oustomers for scommis payablefrecervahle

* Reconcilighon of sccounts & resolved issues

= Pmcessing paymenis and dishursements

CSM SOFTWARE PVT LTD Imlia
Accounts Executive Support Jun 2005 - Jan 2017

= Managed daily acoounts payable operations, including check payments and bank reconciliation,

improving process effi dency by 25%.

= Prepamton of accounting vouchers like payments, expemses, receipis

= [Kecp up the vendors datsbase. procss vendor & employes dheck

* Ensuring advance payments for the employoes iravd

* Review & appmve expenses reports in accondance with travel & expenses rei mbursement palicy

= Create & submit repors on weekly/mont hly basis for TDS, Service Tax

* Keeping mack & accouniling petty cash and cash reimbirseiments

* Helping auditor’s with any further requests or inguiries

= Post hank account transactions & keep them up to date Organi e & preserve all the documents & files

CAPGEMIN BUSINESS SERVICES PVT LTI Irclia
Promss Associste, Dnber-ompany Jan X2 - Mow 2013
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- VeriFanian e H‘ b i IH‘ H'l‘l L H-l‘rl "- 1THrs Ve HiEmMAaE RRFS

SELF-EMPLOYED Imdia
Private Tutor May 2009 - Jan X012
» Provided F'm:mlu'::l tuktion o students Fom mursery 1o ci_ﬂilh grade, F:Itu'l.rlg neademic _p'mrlh amd

aonndidence.
Ut il b bias Jam 20013 - Mar X013

Compl ated Six sigma Cowse @ Capgemni Bosinss Services

Skills
Techmdeal: Accounts Payable Mamagemenl, Micmosofi Excel. Microsoft Word, Data Entry, GAAP Financial

Reporting, Process Improvement, Gimail



