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SUMMARY 
          7+ years of professional experience in Various departments like P2P (Procurement, Accounts Payable, Accounts Receivable, GL reconciliation & Vendor management). with dedicated, multi-task oriented, & Quick learner ready to accepts the challenge and responds to problem situations promptly.


	KEY SKILLS



Procurement

Global Vendor Operations Support 

Accounts Payable Process

Accounts Receivable Process

GL reconciliation

Process Documentation 

Dashboard/Report Publishing

Ariba Buy smart
 
	PROFILE SUMMARY

· Core purchasing Professional Services(PS) :- Mainly deals with purchasing and E-Procurement of various products and services using Ariba BuySmart, Next touch applications for HSBC North America Region

· Onboarding of Global Vendors for Microsoft. Closely working with the Legal team to get sign on the contract document from Vendors and Microsoft Signatories.

· Accounts payable process: Processing of all types of Payments like Invoice, T&E Standing instructions, Rental Payments, Online, Net banking Payments.

· Accounts Receivable process: Receiving IRTT (Inward remittance telegraphic transfer funds from various departments and allocation of same funds to concern cost centers with in turnaround time.

· Reconciliation of GL accounts on daily basis. Identification of duplicate/wrong/missing entries and Posting of rectification entries for the same.
· Preparation of SOP’s & same updating in Dashboard, Knowledge transfer (KT) to new joiners.

· Providing the Cost center reports, MIS reports, Accrual reports etc.



 
WORK EXPERIENCE

 Present Working with Client Microsoft Services Global Delivery  From 09-Jan-2016 TO Till under Collabera Technologies Private Limited Payroll

Department                  :	Global Vendor Management operations.
Onboarding of Global Vendors: 

· On boarding of New vendors to Microsoft by getting signatures on the legal documents like MSSA (Microsoft Services Subcontractor Agreement) MSRQ (Microsoft Subcontractor Representative Questionnaire).
·  Well versed with internal tools – Payment Central, MyOrder, MS Invoice, Change Point and Chronos Tools.

SOW, PO’s & Rate cards creation:  
· [bookmark: _GoBack]SOW submission for Signatures; working with Legal, Procurement and Delivery to sort out issues if any to get the SOWs signed by both parties.

· Creating, and Managing the Purchase orders based on statement of work and Change Request for vendor resources and follow up for approval and communication for Manager on PO status and to develop ad-hoc reports for internal business partners for use in decision making.

· Rate Cards submission for Signatures; working with Legal, Procurement and Delivery to sort out issues if any to get the 
Rate Cards signed by both parties.

Accruals Billing & Validation of Invoices No Due Certificates:
· Providing accurate monthly vendor spend accruals to Finance and addressing all questions related to accruals.  Reconciling the Vendor Costs and Revenue / Recovery made.
· Sharing Accrual information with vendors and reconciling the differences between our accrual and vendor accrual.  Advising vendors to bill for the approved effort.
· Responsible for validating rates used by vendors in invoices as per rates & terms mentioned in signed Statement of Work / Work Order; Checking for Proof of Execution (POE) for both hourly payment and Milestone based payments.
· Resolving billing discrepancies with vendors and taking No Due Certificate from vendors at the end of each quarter to have a clean quarter roll off of Vendor / Partner Resources

Worked with HSBC Electronic Data Processing India Pvt, Ltd From 27-May-2010 TO 31-Oct-2016 as a SMO 
    (Supply Management Operations) and worked with below departments

        	Department                  :	US Purchasing (Procurement)
· U. S. Core purchasing Professional Services(PS):- It mainly deals with purchasing and E-Procurement of various products and services using Ariba Buysmart, Next touch applications for HSBC North America Region. 

· BuySmart Request(Catalog & Non- Catalog):-  Procurement deals with both Catalog and Non-catalog  request . I deal with creating both Catalogs by using PO and Non PO orders. For Non-catalog items Negotiations will be done for the particular item with the vendors and responsible till the item is deliver to the Requester.

· BuySmart CRE (Corporate real estate) Requests:- Procuring Other  than Stationery comes under CRE.It deals with the products like Desk fan, Furniture, Electronic items, Money Counting machines etc.We quote for the best price from our preferred STAPLES, AMAZON, Vendors through phone calls and e-mails.

· BuySmart IT Purchasing Requests:-  Procuring the IT products like Monitors, Laptops, Hardware products, Telecom equipments and network related products and do negotiations with the preferred Vendors IBM,CANNON,HP,DELL through phone calls and e-mails.

      Department                    :	HK Accounts Payable (Procurement)
       Invoice Payments & receipts:  
· Processing of Invoice/Debit note/Credit note of the vendors in local & Foreign Currency.
· Processing of T&E / DOA/ STA expenses/allowances of the HSBC employees.
· Processing of Intercompany expenses/cost by using overseas holding accounts.
· Processing of uploads like bulk Invoice/Double entry/ Overseas recovery & Inventory entries. 
· Lease Rental payments and Rate concession. And Standing instructions for HSBC properties.
· Application of funds Receivable to the respective cost centers (IRTT).
· Input Foreign Currency Rates in PSA on PDR day’s.
· User Acceptance Test (UAT) for New & Updating of existing applications.
· Updating of SOP’s when ever policies are changed.

       Accruals:
·  Processing of accrual entries during the month end.
·  Processing of accrual uploads for Foreign Currencies like: USD,GBP,AUD,SGD, CNY etc.
       Ariba Buysmart:
· Processing of Buy Smart e-Invoices in TAT.
· Clearing of Buy Smart e-Exceptions on Daily basis & Maintaining the Log sheet for e-Exceptions. 

       Online Net Banking:
· Issuing of Telegraphic transfer by using SWIF,SORT,IBAN numbers through HSBC NET.
· Issuing of Demand drafts, And processing of OBS Entries to the Vendors or Staff.
· Issuing of FCY actual, Direct Debits and Paid Payment TT’s to the Vendors.

Department                    :	HK GL reconciliation (Procurement)
· Reconciliation of GL accounts on daily basis.
· Arranging overseas recovery entries to the respective Sub accounts on monthly basis.
· Clearance of exception by arranging rectification entries for Refunds, over- payment, Short payment/ Un-post/Duplication payments.
· Maintaining the error log sheet and update in Dashboard on monthly basis.
· Preparing the aging report weekly and monthly of GL accounts by using TLM.
· Arranging the cost center creation/obsolete/activation/ de-activation on request from business.
· Taking the Special Rate from Treasury if payment is more than 500k USD.
· Performing the system operations daily.
· Work on mail box regarding Query mails from Vendors and Business aria.
MIS-Reports:
· Preparation of MIS reports Daily/Monthly/Quarterly of cost & charges reports of cost centers.
· Preparation of OP LOG sheet monthly basis it is involve in-depth investigation And Identification of sequence of events & root causes for incorrect supplier and staff payments	
EDUCATION
· Post Graduation :
Master of Commerce (M.com) 
· Graduation :
Bachelor of Commerce (B.Com) 
TECHNICAL SKILLS
· Operating Systems           Windows. MS Office, Windows XP
· MS office                            MS word, PowerPoint, Ms. Excel,

STRENGHTHS
                                                                                    
· Achievement oriented with excellent communication and interpersonal skills.
· Detail-Oriented, multi tasked, strong learning and organizing skills matched with the ability to manage stress, time and people effectively
· Excellent in Process Documentation (Training Manual, Process Map/SOP/Checklist).
· Hardworking, High level of Confidence, People’s person & always willing to learn more.

PERSONAL DETAILS
· Date of Birth: 		15th Mar 1982	
· Marital Status:  		Married
· Passport	           		Holding valid India Passport
· Languages Known: 	English, Hindi and Telugu
Declaration
To whom so ever it may concern, this to hereby declare that all the credentials mentioned above are True to the best of my knowledge.
											Phani bhushan B
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