[image: image3.png]



OMVEER SINGH                                        

383/5 Basai Enclave,

Gurgaon Haryana 122001    



 Call: 91-9958194115                                                 



Email: omveerraghav@gmail.com


Objective: -
To achieve the best in life with all sincerity and hard work .I aspire to grow in life and consider the process as a learning experience. Should I be given the chance to serve in your esteemed organization?
I assure that I will do the best to give you the entire satisfaction.


Working Experience & Designation: 
Ericsson India Pvt Ltd:
Currently working with ‘’Ericsson India Pvt. Ltd” as a Finance Executive & MIS officer (Accounts Receivable) from Oct-2010 to onward at Ericsson Forum DLF Cyber City in Gurgaon, Ericsson is the telecom based software hardware company which is provide the software hardware for all telecom companies (Airtel, R.Com, Aircel, BSNL, Uninoor, Vodafone, & Idia etc) in India.  


Job Profile in Ericsson Pvt. Ltd:   {Accounts Receivable}                          

{Oct-2010 to Onward}                                                                                            

Business Management:
· Maintain up to date order booking and billing for Service (Almost 15,000/- Sites) & Supply in system.
· Raise the invoice for Advance collection as per term of purchase order.  
· Ensure invoices are prepared as per agreed term of contract with customer.
· Generate the MS bills as per sites certificate received and AMC bills as per PO received from customer.

· Issue the credit or debit note to customer in case of PO or sites signoff short close or amendment

· Ensure all invoices are correct before sending to customer (Invoice Verification).
· Ensure all invoices are submitted to customer (Received VHD Id \ GRN \ Service No.)

· Follow-up with customer SSC for collection of invoices & Adv.
· Provide customer support and assistance in payment issues of bills.
· To check payment received is appropriate, tax is properly deducted.

· To prepare record of tax deducted by customers and follow up for Form 16 quarterly.
· To report and discuss with customer for any collection discrepancies.

· Collection & TDS booking in system and knocking off with due invoices in system.

· Monitoring customer account details for dues, delayed payments and other irregularities.
· Prepare debtor ageing report on a monthly basis.
· Ensure all records relating to customer and auditor is maintained properly.

· Letter of credit opening request sent to customer commercial Dept.
· Follow up with customer (Commercial & Treasury) for LC opening.

· After opened letter of credit sent for confirmation & validation.

· After received the confirmation of LC, Start the delivery of material.

· LC bills lodged in advising bank for collection.

· Ensure LC bills are prepared as per payment term of letter of credit.
· If acceptance required by advising bank from the customer, arrange to him.
· Collection received from advising bank on due date.

· Data analysis with other departments on requirement basis.

· To maintain the all books up to date properly.

· Data reconciliation with internal departments.
MIS Reporting:

· Prepare the customer purchase order report to management (Order booking, Net Sales and Backlog).
· Monthly collection report sent to management. 
· Monthly invoices list share with customers.

· Balance confirmation of customer account monthly share with customer.
· Monthly reconciliation of customer account (Aircel).
· Monthly due sheet (Unpaid) share with customer and report to management.

· MS sites signoff collect from all circle and sites (Almost 15000/-) report present to management.

· Unbilled AR report share with management on monthly basis.
· Data reconciliation with internal department & Customer.  
· Provide strong reporting and analytical information support to management team on requirement basis.
Max Life Insurance Co Ltd:

Worked with “Max Life Insurance Co Ltd” as a Finance Executive (Accounts Payable) from Jan’ 2008 to Sep-2010 at 90A Sector11 in Gurgaon, on the behalf of Surrender & Associates, Max Life Insurance is a life insurance company. It has achieved 100% growth in last few years.



Job Profile in Max life Insurance co Ltd:   {Accounts Payable}                                    {Jan-2008 to Sep-2010}                                                                            
Disbursement (Vendor Payment) :
· All bills update in vender register and divide in categorized, 
· Book the expense in system.   
· Process of RFP (Request for payment) & TNE (Travel ‘N’ Expenses Report) on SUN System 4.
· Processing of Local Conveyance ( Car, Taxi, Auto rent etc.)
· Processing the bills and arrange there payment within in decided TAT.

· Processing of employees all bills for re-imbursement.
· Daily invoice processing report to supervisor.
· Timely follow-up for resolve the discrepancies with Vendors and Employees claim.
· Process salary of retainer employees & BRE as requested by the HR to pass the entry

in employee account.
· Prepare vendor payment ageing report weekly.

· Prepare the delay payment report weekly.
· Monthly MIS of vendor payment report to the management.
Fixed Assets Capitalization:
· Capex voucher collect from disbursement and management.

· All vouchers update in FAR.

· Capex data entry processing in Myfas System.

· Monthly reconciliation Capex Capitalization between expense bookings by disbursement.

· Pass the rectification entry for correct booking in system.  

· Pass the entries, Sales of fixed assets. Write off of fixed assets & Movement of fixed assets etc.
· Preparation of other rectification- Addition of fixed assets & Reversal of fixed assets entries.
· Monthly addition and deletion report to manager.
· Depreciation charged on actual cost of fixed assets (Systematic).

· Support to manager in month end works to preparation of Provision & CWIP (Construction Work-In-Progress) and schedule.

· Fixed assets management:  Tagging or numbering of assets.

· Follow-up with GO’s for physically status of fixed assets.


Knowledge Profile: 
· SAP (MUS P12 System)
· Sun System 4
· EP3 ( Vendor Management System)
· Vision XL
· Myfas ( Capax Data Entry System)
· Data Loader.
· MS-Office- (Excel, Word, PPT)

· Special in Excel. 
· Basic knowledge of Taxation : Service Tax, VAT, CST, TDS & TCS


Educational Qualification:                                                                                                                                                   
· √M.Com

              C.C.S University Meerut (UP) in 2010
· √B.Com 
  C.C.S University Meerut (UP) in 2007

· √Intermediate

  UP Board Allahabad in 2004

· √High School 

  UP Board Allahabad in 2002


Personal Information: -

Present Address:




              Permanent Address:

383\5 Basai Enclave (Basai Chock),



Village – Rajner or Sorla
Gurgaon- Haryana 


                         
Post – Malakpur






                          Dist – Bulandshahr (U.P) 

Father’s Name


:
R. P Singh                      Pin Code - 202390
Date of Birth


: 
20th Aug 1987

Sex



: 
Male

Marital Status


: 
Single
Religion


: 
Hindu



About Myself:-
I think determination, dedication, and hard work can help to achieve one's desired goals in life. I also can organize a program confidently with others even under pressure. I can be a good team player if responsibility is entrusted to me. The valuable keywords that inspire me to go ahead with my allotted task are the three D’s, which are “Determination, Dedication and Diligence”.
      I hereby declare that, all the details mentioned above are true and correct to the best of my knowledge.
Date: -









      Signature                                                                                                   

Place: - Gurgaon                                                           
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[image: image2.png]



