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Career Objective:
· Looking for a high quality environment where my knowledge, skills can be shared and enriched.

Capabilities:

·  My strength lies in my determination, commitment, sincerity, honesty, integrity and hard work.

Objective:
·  I would like to utilize my skills and experience of over 8yrs (both including in UK and India), to benefit the company to achieve and reach its goals.

Educational Credentials:
· Degree in Bachelors of Commerce from Osmania University, Hyderabad, India, 2000 – 2003.(Subjects: Final Accounts, Reconciliations, Accounting Standards, Ledger Journals, Cost and Management Accounting and Banking)
· Intermediate (A levels) in Dr. Melkote Memorial Junior College for Girls, Hyderabad, India, 1998 – 2000. (Subjects: Commerce, Types of Accounting, Balance sheet,  Bank Reconciliations, Invoicing and Economics)

Technical Qualifications:

· Diploma in Technical Programming, Diploma in Computer Application, Post Graduate Diploma in Computer Application.
· Good Typing, Excel, Outlook and all other PC skills.
· Accounting Packages Tally.    
Previous work experience: 

Accounts Payable Assistant:                                                       Feb’10 – Jan’13 May Gurney, Norwich, UK
Worked as an Accounts Payable Reconciliation Assistant, in a leading infrastructure and construction company, known as May Gurney.
· Reconcile the supplier statements resolving all discrepancies to ensure statement balances agree to the Purchase Ledger balances.

· Liaise with the department Exception Handlers and the Processing Team assisting in the resolution of all Invoices that contain queries.

· Liaise with the supplier credit controllers when necessary in order to maintain preferred supplier accounts correctly and to progress problematic accounts.

· Ensure the accuracy and validity of all inputs to the financial system by day to day running of the purchase ledger.

· Costing the Invoices according to the sector.

· Ensure the Invoices are correctly authorized and timely payment of creditors.

· Chasing the Site contractors for the authorization of Supplier Statements 

· Making sure the workflow of the authorization is updated electronically.

· Contacting the supplier credit controllers on the overdue Invoices.

· Matching the purchase orders with the supplier statements.

· Running the Macros and V Lookup in order to reconcile the supplier statements with the purchase orders.

· Dealing with the purchase returns and credit notes.
Administrative Assistant:


                          Nov’09 – Feb’10                    May Gurney, Norwich, UK
In this period I worked as an Administrative Assistant on a temporary basis at May Gurney. My role was assisting the Payroll and Training teams. My tasks were updating the Holiday and training records of the employees. And general administrative duties like archieving, filing, photocopying, scanning and mailing the employees etc.      
                         
Compensation and Benefits Administrator:                         Jul’08 – Aug’09
Jones Lang LaSalle, Norwich, UK
In this period I worked as a Compensation and Benefits administrator in a multinational company known as Jones Lang LaSalle on a fixed term contract. Basically my role was assisting the payroll, finance and HR departments and dealing with employee benefits such as national and international Health Care, Cycle to Work, Cars and Season Ticket Loans for approximately 2500 employees. 
· Updating employee details, such as New Hires, Labor Allocations, Compensations, Promotions and Grades for different countries.
·  Dealing with the finance reports like Hyperion Reports and Pre-Hyperion Checks for different countries mainly Dubai, Scotland and Turkey. 
· Dealing with employee queries and requests relevant to their benefits accordingly and updating the software systems and personal audit system maintained by company separately. 
· Estimating the cost of benefits and reporting to the head of finance at regular intervals. 

· Coding the cost according to the departments.

· Running the reports from the software systems and sending them to Finance department.
· Reconcile the different type of benefits between the software systems to ensure the records are accurate.
· As it is a multinational company my role involves liaising with the employees and HR working in different countries.
· Updating the taxable benefits of the employees and reporting to the HMRC accurately.
· Confirming the foreign Invoices received reporting to the head of finance.
· Approving the Credit and Debits on Invoices and giving breakdown to the companies accordingly. 
· Meeting the set targets and deadlines to ensure the smooth running of payroll.

Accounts Assistant:                                                                  Oct’07 – Jul’08
Tiffany Brown Cleaning Services Ltd, Norwich, UK
· Invoicing
· Maintaining Ledger Journals for the Income and Expenditure
· Assisting the company accountant in the preparation of Profit and Loss Accounts, and Balance sheet of the company.
· Weekly postings and monthly reconciliation of bank accounts.
· Analyzing Credit and Debit card transactions.
· Maintaining the supplier and customer accounts.
· Maintaining the petty cash.
· Reconcile the supplier statements with the purchase ledger.
· Calculating Wages for the employees based on their no. of hours and hourly rate.
· Calculating PAYE & NI and recording them in P11 
· Making all wage payments and all other company payments through BACS.
· Banking all monies collected and holding all items of monetary nature in a secured manner.
· Reminding the customers about their outstanding payments.
· Calculating CIS deductions and giving break downs for the expenditure of Building work.
· Calculating VAT on payments made and preparing separate VAT A/c.
· Preparing and Filing weekly work Rota’s and Time sheets for the employees.
· General administrative duties like attending the telephone calls, emails and post in and out.
Phone Banking Officer:                                                        Dec’05 – Mar’07
ICICI Bank, Hyderabad, India

            In this period I used to work in ICICI i.e., Industrial Credit and Investments Corporation of India, Hyderabad, India. Dealing with the customer queries regarding their Investments and Loans. Explaining the customers about the products of the bank and generating leads to the bank.
Computer Operator:                                                             Nov’04 – Nov’05

        In this period I used to work as a Computer operator in FORESTER BHUPATHI TECHNOLOGICAL SOLUTIONS, Hyderabad, India. Where, I used to enter the day to day transactions of the company and maintain the client information. 

Accounts Assistant:                                                                          May’03 – Oct’04

        In this period I used to work as an Accountant in LAKSHMI PRASANNA EXPORTS AND IMPORTS. Where, my tasks were invoicing and maintaining the Ledger Journals for the exports and imports, assisting in the preparation of final accounts and Credit Controlling.
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