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Objective:   To work in an organization where I can acquire knowledge and put my best efforts to achieve the individual as well as the organization goals.

Summary of Qualifications 
· Bachelor in Commerce (B.Com) from D.U.
· Certificate in Basic Computer Application from NIIT. 

· DOEACC "O" Level from Webuniv InfoTech, Model Town.

Professional Experience
Aug 2015 EXL Service SEZ BPO Solution Pvt.Ltd till date
SENIOR EXECUTIVE
JOB PROFILE: Fuel Reporting & Reconciliation (Individual Role) 
Knowledge transfer by Travelling Ireland & UK
Activities Handled in Reporting & Reconciliation after transition.
Daily Tasks

· Validation Sheet

· Cost Variance Sheet Updation

· Fuel Price Updation

· Price Graph

· Daycatcher Run

· Cost Price Movement 

· Uk Platt Updation
Weekly Tasks

· Site Selling

· Wet Stock Holding report

· Liftings(MTD)

· Fuel Card Margin sheet

· Dealer Volume

· Top Fuel Card sheet updation
Monthly Tasks

· Delivery Cost Nominal Journal-4071 Transfer

· Delivery Cost Nominal Journal-4071 Accrual

· Stock Movement Accrual Journal-3141 ROI

· Stock Movement Accrual Journal-3141 NI

· Budget Ltr upload to Ramp

· Fuel Benchmarking Report

· Wetstock Spreadsheet updation - UK

· Non Portway fuel delivery report-2141 &2145 NOMINAL

· Purchase Reconciliation
·  Fuel soft pre invoiced and DD Creations
· Bank Reconciliations
Mar 2009 to 01/05/2014 
GENPACT

PROCESS ASSOCIATE (Promoted to "PROCESS DEVELOPER") in Feb, 2012

JOB PROFILE: Accounts Payable, Auditing 
Activities Handled in Voucher Processing

· Handled invoice processing for PGM Ireland, France, Spain, Belgium W-1 and NORDICS by entering all supplier invoices, Processing Approved exemption invoices, NPO Invoice, Tax recoverable and non- recoverable invoices and processing them promptly in accounting system and reconciling them at each month end.

· Handled Batch Allocation, Deletion Consolidation, Deletion Audit, PDF allocation, PDF Analysis, Leave Tracker, VIC Data, and Dashboard of 17 markets.

· Handled Market queries, raising tickets for any supplier across markets or goods related queries, price changes according to invoices, supplier details, and bank account setup.

· Developed and updated training module and SOP (standard operating procedures).

· Given Buddy up sessions to New Joiners.

Month End Reporting's:-

· GR/IR provision. 

· OSL provision

· Creditor Ageing reports

· Open item reports

· Service tax reconciliation

· Duplicate audit checks

· IPT Reports

· Pending work item reports

Achievements 

· Got promoted from Process Associate to "Process Developer".

· Got "Bronze award" for quick learning of new process.

· Won AP Blitz in Nov-2009 and awarded with cheers.

· Cheers awarded for learning New and tough market (France).

· Won quarterly cheers for the outstanding performance in AP Blitz-2010.

· Awarded with cheers for learning again new and toughest market Belgium W1.

· Got "Bronze award" for successfully handling miscellaneous activities -Deletion consolidation, deletions audit, Leave Tracker, VIC Data, and Dashboard of 17 markets.

· Got "Bronze award" for winning AP Blitz in Nov-2011.

· Got "Dollar Award" for significant performance in the process.

· Got "Bronze award" for handling new process of "AMEX RECS".

· Got "Bronze Award" for excellent contribution in India Market for both GCO and

R&D Market.

Education
Bachelor in Commerce (B.Com) 
Delhi University (In 2005 with IInd Division)

Intermediate (10 +2) 
CBSE board (In 2001 with Ist Division) 

Doeacc O Level
DOEACC SOCIETY with (C Grade in 2004)

Computer Skills
Oracle Apps, Oracle 11g, SAP, NewGen

OFFICIAL PACKAGES

Ms-Word, Ms-Excel, Ms-Power Point, Ms-Access, Ms-Outlook, Internet
OPERATING SYSTEM

Windows 98, Windows XP, Windows NT, 2000, Professional etc
Personal Details
Father's Name
:



Mr. Vijay Kumar

Mother's Name
:
Smt. Kiran

Husband's Name
:    
Mr. Krishan Kumar

DOB
:     12 Feb, 1984

Language Known
: 
Hindi, English

Marital Status
:     Married

Interest
:
Net Surfing, learning, new things

Note:-I have a valid passport too and will be fine work in OJT.

(Shivani)

