DIVYA PRAVEEN
📍 D-14, Skylark Arcadia, Bangalore – 560067
📞 +91 7204976002 | ✉️ divya.venugopalan@gmail.com
ACCOUNTS & ADMIN EXECUTIVE
WeCARE | Fidelity | Goldman Sachs | Hewlett Packard | Vital Solutions | India Insurance
13+ years of experience, including 6 years in Singapore, across finance, HR, office admin, and customer service functions. Proven track record in accounts payable/receivable, vendor coordination, audit support, and office operations.
Core Competencies
• Accounts Payable & Receivable
• Office Administration & Procurement
• HR Coordination & Onboarding
• Visa Processing & Compliance
• Financial Reporting & Reconciliation
• Customer Relationship Management
PROFESSIONAL EXPERIENCE
Vital Solutions Pte Ltd, Singapore
Accounts & Admin Executive | Apr 2020 – Jan 2025
• Managed daily operations, employee onboarding, and staff claims
• Processed payments, maintained financial records in ERP
• Coordinated audits and facilitated visa/travel for sales teams
Acalpo Trading Pte Ltd, Singapore
Accounts Executive | Aug 2019 – Feb 2020
• Handled invoice processing, bank reconciliation, and payment forecasts
• Maintained vendor and transaction records





Ever Safe Academy Pte Ltd, Singapore
Customer Service & Admin Associate | Jan 2019 – Aug 2019
• Handled customer inquiries, updated records, and managed payments

India International Insurance Pte Ltd, Singapore
Accounts Assistant | Jan 2015 – Oct 2015
• Posted invoices, managed receipts, supported month-end closing
WeCare Learning Pvt Ltd, Bangalore
Finance Associate & Operations Manager | Feb 2012 – Jan 2013
• Oversaw admissions, fee collection, and admin operations of childcare center
Fidelity Investments, New Delhi
Senior Financial Analyst | May 2007 – Jun 2008
• Reconciled financial accounts, managed internal billing, and audit support
Goldman Sachs, Bangalore
Senior Financial Analyst | Mar 2006 – Mar 2007
• Processed and validated invoices, led quality checks, and reported compliance risks
Hewlett-Packard, Bangalore
Financial Assistant | Jan 2003 – Feb 2006
• Managed vendor payments, used SAP, and led training as Quality Analyst
ICICI OneSource, Bangalore
Customer Service Executive | Jul 2002 – Dec 2002
• Registered new users, resolved billing issues
EDUCATION
• PGDBA (Finance) – Symbiosis University, Pune
• B.Com – Bangalore University
