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E
nterprising, hard-working and technically skilled accounts payable & analysis and business reporting specialist known for accuracy, attention to detail and timeliness in managing disbursement functions for diverse-industry employers. A/P & analysis and business reporting career spans 6 years of experience in Telecom & Manufacturing industries and has included accountability for the processing of up to 3000 invoices per month.
	

	Key Skills

	


	· Accounts Payable Processes & Management
· Invoices/Expense Reports/Payment Transactions
· Analyzing large datasets to make meaningful conclusions Government Regulations.
· Team spirited, self-motivated, high-energy and initiative. 

· Ability to work under pressure delivering high quality work.
	· ERP, EDI & Financial System Technologies
· Records Organization & Management
· Journal Entries & General Ledger
· Advanced knowledge on Big Query, Google Docs. and Excel.
· 


	

	Professional Experience

	


MOTOROLA MOBILITY INDIA PVT. LTD (a Lenovo company) ( Payroll of QSix India) , Gurgaon, Haryana
Finance Analyst, 7/14 to 10/16
Promoted to Finance Analyst in Global CoE FPnA Dept. for data analysis and business reporting for Motorola Mobility India Pvt Ltd. Maintaining data quality and keep audit checks on daily/weekly/monthly reports Data Collection, Identifying, Analyzing & Forecasting pipeline/existing opportunities. Gather requirements, prioritize, and develop sales reports/dashboards and analytics to enable business decisions and identify trends
Key Results:
· Preparing Globally Monthly Sales Report, comprises Units sold, Actual profit, Actual discount and Actual Gross margin on monthly basis and presented to Top Management
· Budgeting, Forecasting and Outlook of Sales, Units and Costs of Motorola Mobile Device Business. 
· Cost Loading for Motorola Mobile Devices in Global account.

· Reconciling payments against concerned invoices
· MIS Reporting to the top management as per there requirement.
· Preparing and maintain reports and other data for use by top management.

· Participating in conference calls, attending meetings and contributing in providing solutions to the issues.

· Submitting on regular basis a set of reports to the Global team (Weekly, Monthly and Quarterly) and maintaining monthly reporting timetable for both routine and ad-hoc tasks.
· Monthly Sub ledger v/s GL reconciliation to check that all the entries are flowing in to GL from Oracle ERP Roam system.
· Providing support in preparing reporting dashboards such as Financial Dashboard.

· Participate in month end close reporting globally.

· Supporting team responsible for trend analysis, and various set of reports related to Global market.
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	Professional Experience (continued)

	


Metric Telecom Networks Pvt Ltd (Telecom Industries), Gurgaon, Haryana
Commercial Manager, 8/11 to 7/14
Promoted to Commercial Manager commercial & accounts payable operations for Metric Telecom Networks Pvt Ltd. including payment of invoices, proofing of checks and communication with outside vendors. Participated in planning/implementing business policies and procedures to ensure proper internal controls, including adherence to budget control and compliance with tax requirements. Provided effective management of payables service to campus-wide organizations and served as primary backup to accounts payable manager. 

Key Results:
· Assumed expanded responsibilities (concurrent with A/P duties) as the Industry interim A/P manager and payroll administrator filling in during vacations and maternity leave.

· Formally recognised by university administration for injecting improvements into recordkeeping/controls that reversed a history of missed payment deadlines, lost invoices and lack of proper authorization on expenditures. 
· Rebuilt trust with vendors/suppliers, repairing damaged relationships by ensuring timely, correct payments for all goods/services received.

· Coordinate with Project Team / Zonal Outsourcing team & Vendors for the IPR, PR, PO & Payment receptivity.
· Taking adequate measures to monitor and analyze the performance of team members pertaining to efficiency Improvement & scope.
· Preparing and maintain reports and other data for use by top management.

· Support, maintenance and assistance to users with ERP issues.

ZTE Telecom India Pvt. Ltd. (Telecom Industries) (On Payroll of Nutek India), Gurgaon, Haryana

Finance Executive, 6/10 to 8/11
Assumed responsibility for the full cycle accounts payable process in temporary contract positions filling in for absent, vacationing or unfilled A/P roles for a variety of companies. Handled data entry and general ledger work as well as bookkeeping and general clerical tasks.

Key Results:
· Achieved in-demand status as a sought-after A/P temp worker, with multiple companies requesting repeat or extended contracts and making offers of full-time employment at the culmination of initial temp assignment.

· Demonstrated the ability to fill in at a moment’s notice, quickly mastering new systems, processes and workflows.

· Resolved months of backlogged work, restored order and organization to processes/records in disarray, researched and solved billing problems and corrected invoicing and journal entry errors that had previously been missed.

· Operated financial computer systems and furnished senior company executives with A/P liability summaries and cash flow reports that were consistently praised for their accuracy, user-friendliness and timeliness.

· Handled the processing, distribution, accuracy verification and maintenance of invoices, interfacing extensively with a nationwide network of vendors and suppliers.
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	Professional Experience (continued)

	


SLR Construction Pvt. Ltd. New Delhi (Construction Industries)

Sr.Commercial Executive., 8/09 to 06/10
For both employers, handled daily A/P processes; supervised A/P clerks; managed vendor/supplier relations; and oversaw the timely, accurate processing of invoices, purchase orders, expense reports, credit memos and payment transactions. addressed escalated issues from employees and vendors regarding accounts payable; and ensured accurate and compliant A/P files and records in accordance with company policies and government regulations. 

Key Results:
· Managed the accurate and timely processing of up to 1000 invoices (1M) per month for large, multi-site organizations. Assessed and closed A/P sub-ledger on a monthly basis, validated content and resolved various issues.
· Implemented next-generation technologies and process automations (including new EDI and ERP systems) to foster an environment of continuous improvement. Trained users and served as the primary “go-to” troubleshooter on these new systems, which propelled efficiency gains and significant time- and cost-savings.

· Facilitated “no-fault” internal and external audits as a result of sound recordkeeping and thorough documentation.

· Instituted thorough cross-checking of pack-lists, receivers and invoices that halted a previous history of thousands of Rupees in overpayments to suppliers. 
· Composed effective accounting and ad-hoc reports summarizing A/P data for supply chain, HR and other departments.
· Consistently maintained accuracy in calculating figures and amounts such as discounts, interest, commissions, proportions and percentages. 
· Continuous chasing to Vendors for timely completion of job with proper safety and quality.

· Responsible for co-ordination, Management & Planning.  

· Taking adequate measures to monitor and analyze the performance of team members pertaining to efficiency Improvement & scope.
	

	Education

	


Mangalayatan University, Aligarh (UP)

Master Of Business Adminstration, 2009
Dr. BR AMEBEDKAR UNIVERSITY, Agra (UP)

Bachelor of Commerce (Hon.), 2007 

COMPLETE TRAINING FOR 75 HOURS 

 Diploma in IFRS for ACCA, 2015
	

	Achievements

	


· COST REDUCTION:        Implementing the reusage of stationeries like covers, with this savings of printing and stationery around Rs 50, 000/- PA. Implementing the paperless department, fax & Scan copy of documents receives through computer, and all reports through Excel, Word files. Hence huge savings to the company.
· Bravo Awarded by Motorola Mobility India Pvt. Ltd.  for Excellent Performance.
	

	Technical exp. Summary

	


MS Office (Word, Advance Excel, PowerPoint, Access) ( Oracle ( ERP Systems ( Windows (all) 

 CRM Knowledge on Salesforce.com and Tableau
	

	 Personal Data

	


· Father Name : Mr. Rajeev Kumar Varshney

· Mother Name: Smt. Archana Varshney

· Permanent Address:  3/10, Marris Road, Hariom Nagar, Aligarh (U.P). 202001.

· Local Address: H.no. 1664, Sec-55, Faridabad (Haryana)..
· DOB: -


22-Nov-1985.

· Sex:-


Male

· Nationality: -

Indian

· Marital Status:- 

Married
· Language Known: -
Hindi, English

· Religion: -

Hindu

· Passport No.:      

G9275097

· Exp Date of passport : 
29-June-2018
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