Amarjeet kr Singh
F-45, katwaria Sarai, New Delhi-110016
Contact: +91 9999965129 ( Email:amarjeet.ksingh85@gmail.com
Career Objective

To work in a competitive, dynamic and global environment where skills, abilities and knowledge can be creatively utilised to add value to the organisation, to attain professional growth, by being competent, innovative resourceful.
Specialization
MBA (Finance)
Working & Experience
Current Employer: - Ngk Spark Plugs India Pvt. Ltd.

                                         (Japanese MNC ) 
    
 From May 2016 to till date.

Designation: - Senior Executive (Credit Control & Sales Accounting)
Job responsibility:-

1. Credit Control:-
· Managed account reconciliation and managed debt.

· Established new Customer accounts. 

· Ensured reduction  on account receivable.

· Ensured collection targets are met.

· Monitored overdue debts and minimize DSO.

· Follow up on overdue outstanding.
· Issuance of credit note and debit note.

· Responsible to send payment reminder against outstanding.

· Responsible to manage customer data base and document.

· Customer credit limit analysis.

· Responsible to issuance of credit note against cash discount under company credit policy.

· Generate Balance Confirmation letter dunning process.
· C’ form collection.

· Scheme and customer pending due settlement.

2. Order Management:-
· Billing responsibility & Order Follow Up under company norms.
· Analysis Target V/S achievement as per distributor signed target.

· On time material delivery to distributor as per given transit time.

· Coordination with sale team related to billing and order.

· Sales forecast responsibility on monthly basis.

· Coordination with plant teams related to product availability.

· Responsible to liquidate the slow moving material with the help of  sales team.

· Annual order Planning preparation.

3. Expenses Management :-
· Employee TA/DA Claim process as per company policy.

· Petty cash handling.

· Vendor payment process and new vendor creation.

· Provision entry.

· Bank recconcilation.
Previous Employer: - 

                                     Luminous Power Technologies Pvt. Ltd.
                                          (Schneider Electric Group)
                                       From February 2015 To May 2016
Designation: - Branch Commercial Officer

Job Profile:- 

1. Sales Accounting:-
· Passing all the entries in SAP related to AP/AR transaction.

· Sales Order & Billing process under Company’s norms.
· Collection follow up and Distributor’s reconciliation.

· Debtor’s management.

· Follow up for overdue outstanding amount as per credit norms.

· Forward monthly distributor’s statement/ document from time to time. 

· Debtor’s Balance confirmation on quarterly Basis.
· Settlement of credit note/Pending Claim.

· Monthly/ periodical MIS reports to Regional and HO. 
2. Expenses & Vendor Management:-

·     Employee Tour & Travel Claim checking & reimbursement as per travel   policy.
·     Handling Branch petty cash expenses.

·     Service Centre expenses/ C&F bill processing.

·     Vendor bill Booking & payment.
·     Provision entry.
·     Bank reconciliation

3. Inventory Management:-

·     Physical Stock audit.
·     Aging/ Stock Movement in appropriate Location.

·     Service Centre STI Issuance.

·     Maintain SOP compliance/ Timely POD.

·     Visual Management at warehouse.

4. Statutory Compliance:-

· Prepare Sale Tax working and ensure payment on time.
· Collection & issue C/F’ form.
· Maintain Branch & warehouse Administration.
Previous Employer: - 
                                       Anchor Electricals Pvt Ltd. (Panasonic Group)   
    
        From December 2012 To February 2015.

Designation: - Sales Office Accountant
Job Profile:- 
· Cheque Collection and PDC (Post Dated Cheque) Management.
· Responsible for deposition/Clearance of the cheque.
· Maintaining over due Outstanding of the Dealers. Credit control.
· Prepare & Send Debit/Credit Note & account statement to dealer.

· Sales Order processing and Billing under credit policy.

· Scheme settlement.

· Petty cash/employee reimbursement /vendor payment/provision entry responsibility.
· Passing all the entries in ORACLE related to AP/AR Transaction.
· Taxation like VAT,CST(sales tax)
· Collection & issue C/F’ form.
· VAT Claim and return file on Quarterly Basis.
· MIS report 
· SOX audit and quarterly mutual audit.
· Bank Reconciliations.
· Cost buster.
Educational Qualification

MBA IN FINANCE from Sikkim Manipal University (Approved by UGC Govt. of India.).
BBA  from Sikkim Manipal University with 58%
12th  from B.I.E.C. with 56%.
10th  from B.I.E.C. with 66%.
Key Skills

Developing reports for management summararising the business financial position in areas of income, expenses capital usage and cash flow.
IT Skills:
· SAP ERP (Module R3)

· Oracle ERP
· Microsoft AX ERP (R3)
· Excel Reports (v lookup/H lookup).
Personal Information
· Date of Birth          
: 05-Dec-1986.
· Languages known   
: English & Hindi.
· Hobby                         : Travelling, and listing music.
· Strength

: Working as a team member, Willingness to learn,
  Committed, Dedicated, Punctual and Result Oriented.
I hereby declare that all the above-mentioned details are true to the best of my knowledge.


             


(Amarjeet Kr Singh)
