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INDERJEET SAINI 
PERSONAL INFORMATION

Date of Birth:
26 October 1984
Marital Status:
Married
Nationality:
India
Phone:                                 0554368200

Email:                                   inderjeet.g.saini@gmail.com

PROFILE
Highly versatile, multilingual professional with over 6 years of experience in Accounting, Accounts Payable, Receivable, Reconciliations, Reporting, Disbursements & other related activities with excellent knowledge of the P2P (Procure to pay) process. Possess excellent interpersonal, communication, analytical and decision making skills.

CAREER Summary
Prisme International FZ LLC, Dubai, UAE
17 June 2015 – 28 Jan 2016
Designation - Accountant

Responsibilities
:
· Prepared monthly financial statements and submitted to supervisor with in specified deadline.
· Ensured accuracy of information in financial reports & its compliance with statutory requirements.
· Initiated various accounting functions like AP, AR, GL, payroll, reconciliations, reporting etc. 

· Performed accounting of fixed assets and bank account reconciliation for various accounts.
· Managed Intercompany, vendor & customer accounts and generate weekly reports.

· Established and maintained an effective system during month end activities like accruals, adjustments for prepaid and accrued income/expense entries, depreciation, amortization etc.
· Primary responsible for maintaining cash flow statement & petty cash for the company.
· Modified and updated chart of accounts, vendor and customer records in the system. 

· Reconciled company credit card transactions and follow up for supporting documentation.
· Executed filing of records for invoices, PO’s, payments, receipts, contractual & bank documents.
· Generated LPO, process expense reimbursements and other requests received from various dept.
· Liaised with bankers, insurers, suppliers on daily basis and auditors during yearly audits.
DynCorp International FZ LLC, Dubai, UAE
04 March 2012 – 31-May-2015
Designation - Enterprise Accounting Associate
September 2014 – 31-May-2015
Responsibilities
:
· Applied accounting principles in preparation and processing of accounting transactions.
· Worked on month/quarter/annual close activities which included analyzing accounts, perform calculation, prepare accruals & adjustment journal entries, prepare reports and help in preparation of financial statements.

· Handled Cash, Bank and General Ledger reconciliations and performed variance analysis.
· Processed telecom invoices by ensuring the cost is booked to appropriate departments.
· Reviewed data for completeness, accuracy and conformance to reporting standards.

· Performed quality control audits to ensure transactions are processed as per company policies.
Designation - Accounts Payable Specialist
March 2012 - September 2014
· Primarily responsible for Accounts Payable functions in the Finance department.

· Reviewed, recorded and managed invoices/wire requests received in AP department.
· Performed vendor account reconciliations, monthly accrual activities and reporting. 
· Reconciled vendor SOA, provide payment status and respond to queries in a timely manner.
· Audited AP transactions and perform scanning verification as a measure of internal control.

· Processed expense reimbursements and managed filing of records (physical & scanned copies).
· Maintained and updated vendor details in company records.
Wipro BPO Limited, Pune, India
25 October 2010 - 21 October 2011
Designation - Senior Officer
Responsibilities:
· Performed Accounts Payable functions in shared service centre for Harman group.

· Processed invoices as per prescribed guidelines and timeline to meet the SLA targets.
· Prepared SOP’s (standard operating procedures) and get it signed off from the client.
· Tracked invoices having price mismatch, quantity mismatch, missing PO/GRN and approvals etc.
· Initiated actions and resolved the issues to control the ageing of invoices.
· Worked on SOA from the vendor and provided details of paid invoices and upcoming payments.
Infosys BPO Limited, Pune, India
17 August 2009 - 22 October 2010
Designation - Process Executive
Responsibilities:
· Performed Accounts payable & disbursement functions in shared service centre of WMG.
· Processed large volume of invoices as per company policies and procedures.
· Initiated various payment runs and handled void & reissue of checks, ACH & wires.

· Reconciled daily payments done and submit daily MIS report to finance team & superiors.

· Handled queries from vendors and client and ensure prompt response is sent.
· Performed other tasks like and vendor setup, report generation, reconciliations etc. 
SCHOLASTICS
· 2008: Nagpur University - MBA (Finance & Marketing)

· 2006: Nagpur University - B. Com
SKILL SETS
· 6+ years of experience in accounts, audit and general ledger modules in an ERP environment.
· Sound knowledge of accounting policies, GAAP and IFRS standards.
· Hands on Experience in ERP such as Deltek Cost point, SAP, Oracle etc. reporting tools like Cognos and Hyperion Financial (HFM) and accounting software like Sage50-Peachtree and Tally.
· Well-versed with various MS Office Applications.

· Good Communication, Interpersonal & decision making skills.

· Certified in IELTS with over all seven band score from British Council.

· Competed Basic First Aid Training.[image: image2.jpg]
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