Rajesh M S					
Mobile: 91-9886742695
Email ID: rajesh_mssm@yahooo.com
      
Objective:		Looking for an opportunity in the field of Accounts & Administration with an urge to reach at the top management level & to develop long- term career prospects in the organization of repute.

Work experience

Organisation: 	Reliance Retail

Period:	18th Feb 2021 to till date

Designation:	Assistant Manager

Job Description:	Responsible for validating and approving PAN india PR (Purchase requisition) for reliance trends
		
		Preparation of Margin report / Stock report 
		
		Assisting in internal Audit


Organisation: 	Covai Senior Citizens Services Pvt Ltd

Period:	18th Feb 2019 to 10th Feb 2021.

Designation:	Accounts Administrator

Responsible for all accounts related and administration activities in Bangalore branch like.
· Preparing petty cash statements, Invoicing to customers and maintaining the collection records, maintaining fixed asset inventory, posting of cashbook receipts and payments.
· Collection of cash from customers and reporting to HO.
· Responsible for local and interstate purchase and maintaining stock register.
· Preparing BRS (Bank reconciliation statement).
· Preparing reports on different aspects of the business on monthly basis and  MIS reports
· Assisting in Branch Audit


Organisation: 	V B Enterprises

Period:	01st Aug 2015 to 31st Dec 2018

Designation:	Finance Manager

· Preparing petty cash statements, Invoicing to corporate    customers and maintaining the collection records, maintaining fixed asset inventory, posting of cashbook receipts and payments.
· Preparing BRS (Bank reconciliation statement).
· Preparing reports on different aspects of the business on monthly basis and MIS reports
· Assisting in Branch Audit


Organisation: 	Accenture Services Pvt Ltd

Period:	27th Sep 2010 to 27th July 2015

Designation:	Team Lead – Accounts receivable
	
Achievements:	Mariner Transition- Accenture Manila Delivery Centre
Successfully transition AR process from Bangalore delivery centre to Manila and KT signoff and documentation was completed, also supported post go-live for a period of 3 months which was recognized by the Manila Lead.

Mariner Transition – IBM to Accenture
Successfully transition AR process for France and Italy region (wave 3.09) from IBM to Accenture, Bangalore
1. KT Signoff with complete process documentation.
2. Assisted in preparing Opex documentation & QCD (Quality control database) 

Job Profile:	
		People Management Skills: Managed 11 members team for 1 year.
		
		Client related responsibilities: 
· Ensuring turnaround time activities are completed without any escalation.
· Ensuring the key performance indicator is at Green by delivering quality work to meet client expectation.

Operational responsibility: 
· Effective tracking and reporting of process deliverables, ensuring equal work allocation for all team members.
· Monitoring day to day activities related to production, quality, handling queries and ensuring accurate management reporting like dashboard and customer review calls.
· Supporting/participating in projects to ensure smooth transition of any new change in existing process or for any new activities assigned.
· Succession Planning- Identifying and creating Backup for each role / activity.
· Tracking team members’ performance and conducting one to one discussion   on regular basis.  
· Giving feedback to manager on team members’ performance, achievements and on improvements for performance appraisal.
· Assisted internal audit by providing process details and audit requirements.
		
	Senior Process Associate: Responsible for recording all AR related activities like.
· Managed Lockbox processing / Wires / Electronic Funds transfer activities as a part of cash applications	
· Treasury Accounts/Bank Accounts/ Customer account reconciliations
· Supported research queries of Credit Management and Treasury Management team of BP
· Ensure Daily / Month end cash applications SLAs are met
· Ensuring all internal / external control procedures are in place and are complied
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Organisation: 	Design & Consult Bureau – Doha, Qatar

Period:	15th June 2009 to 30th June 2010

Designation:	Financial Accountant cum Secretary.
	
		Responsible for assisting 12 Engineer's team in various projects like.
· Preparing necessary documents for new project as per engineer's requirement.
· Preparing reports on different aspects of the business as per Engineers requirement, like BOQ (bill of quantity) MOM (minutes of meeting) etc



Organisation: 	Hewlett-Packard Global E Business - BPO

Period:	15th Oct 2007 to 11th May 2009

Designation:	 Financial Associate 
	
Job Profile:	Responsible for recoding all treasury related accounting transactions for various entities -Canada, Chile, Argentina & US, like
· Recording and maintaining treasury related books of accounts in SAP.
· Coordination with AP (accounts payable) and AR (accounts receivable) team to record funding and sweepings.
· Monitoring and recording investments & cash pool (like excess cash in HP entities being invested in short team bank deposit and Cash pool is a pool which is monitored by HP to lend the HP entities with low interest rates and receive deposits in case of excess cash) 
· Preparing monthly reconciliation for treasury owned accounts like bank accounts, investment accounts, cash pool accounts etc )
· Monitoring & reporting the P/L expense account on monthly basis. 





Organisation: 	DR.LAL PATH LABS PVT LTD, Bangalore    				 
Period:	8th May 06 to 10th Oct 07

Designation:	Cashier & Accountant	

Job Profile:	Responsible for all accounts related and administration activities in Bangalore branch like.
· Preparing petty cash statements, Invoicing to corporate    customers and maintaining the collection records, maintaining fixed asset inventory, posting of cashbook receipts and payments.
· Collection of cash from walk in patient and reporting to HO.
· Responsible for local and interstate lab related purchase and maintaining stock register.
· Preparing BRS (Bank reconciliation statement).
· Preparing reports on different aspects of the business on monthly basis and daily registration (walk-in and corporate Patients) of invoices and credit details and  MIS reports
· Assisting in Branch Audit. 

		


Personal Profile

Qualification:	Bachelor in Commerce from Bangalore University in the year 2005.


Knowledge of 
Computers: 		MS Office, Tally and SAP (end user)

Personal details:	Father’s Name:		Srinivas.M.S

			Date of Birth:		12th Oct 1983
			
			Permanent Address:	No.156/7R, Hulimavu,Bangalore-76	 

			Contact No.:		91-9886742695

			Nationality:		Indian

			Languages known:	English, Kannada, Hindi etc 

			Other interest:		Sports & Reading


I affirm that the above given information is true and correct to the best of my knowledge.


Place: Bangalore						(RAJESH.M.S)
