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Profile                                                                                                                                                             
Experienced Accounts Payable Associate with a proven track record in invoice processing. Proficient in Tally ERP and Microsoft Excel. Adept at maintaining accurate records and efficiently tracking financial transactions. Known for a keen eye for detail, strong organizational skills, and a commitment to excellence. Consistently delivers high-quality results within tight deadlines.
Professional Experience
Purchase Manager
HYMA Engineers
📅 July 2024 – Present
- Manage end-to-end purchasing activities including requirement analysis, supplier sourcing, and order placement.
- Coordinate with production and estimation teams to understand material needs.
- Solicit quotations, perform price comparisons, and negotiate with vendors for the best value.
- Generate and issue purchase orders while maintaining compliance with company standards.
- Monitor dispatch and delivery timelines; follow up with suppliers to ensure on-time delivery.
- Verify tax invoices, match purchase orders, and validate test certificates to ensure quality and authenticity.
- Enter validated invoices into the accounting system and coordinate payments based on due dates.
- Handle additional responsibilities including employee attendance tracking, customer follow-ups, bank-related tasks, and learning project estimation from senior management.
Accounts Payable Associate
Matrix Business Services India Pvt. Ltd.
📅 March 2023 – July 2024
- Processed a high volume of accounts payable invoices with accuracy and timeliness.
- Communicated with vendors to address inquiries and resolve payment issues.
- Maintained documentation of accounting processes and claim trackers.
- Handled claim validation and coordinated with clients to resolve queries.
- Ensured all invoices were indexed and processed within defined TAT.
- Verified invoices for accuracy and completeness.
- Participated in month-end and year-end closing processes.
Education
Bachelor of Commerce (B.Com)
Government Ramnarayan Chellaram College, Bangalore
🎓 Graduated: 2022 | CGPA: 7.44 (First Class)
Skills
• Accounts Payable & Receivable
• Advanced Excel
• Tally ERP
• Vendor Coordination
• Invoice Verification
• Purchase Management
Languages
• Kannada
• English
• Hindi
• Tamil
Declaration
I hereby declare that the above information is true to the best of my knowledge and belief.
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