Arpit Codha
Seni or Process Executive

Jai pur, Rajasthan - Email me on Indeed: indeed.com r/Arpit-Codhal/4c363189f bf f 3de8

To be associated with a progressive and grow ng organi zation and utilize my know edge and skill
to add value to self and the organization.

WIlling to relocate: Anywhere
WORK EXPERI ENCE

Seni or Process Executive
Accenture Services Pvt. Ltd -
February 2016 to March 2018

Rol es &anp; Responsibilities: -

Pl anni ng and Organi zi ng: Handling and Planning team activities, priorities and handl e
contingencies to nmeet the set goal.

Custonmer Orientation: Builds good report with the customer by understandi ng and respondi ng

to their needs and acting as a trusted advisor.

Custoner Interaction: Handl e escalation at the process level in order to ensure high |evel
custormer sati sfaction.

Anal ytical Ability: Analyze and resolve the problemby identifying the elements and rel ationship
of a problemin a systematic way.

Knowl edge and Operation Managenent: Know edge of operation to inplenent the process with

gui dance and manage day to day operation.

Process Reengineering: Participate in the ideation process and produce docunentation and train
the team on reengi neered process in order to neet the client and internal commtnents on a
continuous basis.

Reporting: Prepare Volune Tracer, Audit Tracker, Utilization Tracker, Dashboard and SLA Tracker
report to the supervisor.

Omner shi p: Al ways conplete the given task before the TAT with accuracy and used to do the QC
as well of other team nenbers.

Leadi ng KT Session: Took nany sessions on call with the client and understand the process or
activity.

Trainer and Trainee: Gve cross training to other resource for creating back up and take the
training as well.

I nnovative: G ve nany autonation ideas which reduce the AHT of the activity and give benefit

to the client as well.

Work with Different Regions: Wile working in Accenture | worked in so nany countries |ike
Austria, Spain, Germany and UK as wel | .

Prepare the DTP: Wile RKT session with the client | understand all the activity and prepare nany
DTP/ SOP.

Leading Cient Call: In Accenture | used to lead call on weekly basis regarding the SOM (State
of M nd)

https://ww. i ndeed. conir/ Arpit- Godha/ 4c363189f bf f 3de8?i si d=r ex- downl oad& kw=downl oad-t op&co=I N

Wi t eboard: Prepare whiteboard to showcase the work status of the teamregularly.

Key Responsibilities in Operations: -

Creating custonmer on ADMARC

Mai ntain the custonmer master data

Book the received orders from custoners

Create delivery for the orders

Prepare the AR Aging report

Prepare the remttance for the special custoners

Prepare Pre-notification letter for pending invoices and send to the custoners
Fol  ow-ups with the custoners regardi ng the pending invoices
Prepare the dunning letters for unpaid invoices

Apply payment on the customer's account as per the remttance

Work on unapplied paynents

Apply ACH (automatic clearing house) paynent

Reconci liation between G.L account and custoner account on nonth end

Process Executive |nfosys

July 2013 to February 2016



EDUCATI ON

B. COM

Uni versity of Rajasthan
2011

Seni or secondary

2008

SKI LLS

TRAINING (2 years), CASH (Less than 1 year), EXCEL (Less than 1 year), SAP (Less than 1 year),
W NDOWNS 7 (Less than 1 year)

ADDI TI ONAL | NFORMATI ON

Good conmmuni cation skills

Excel I ent | ogical reasoning

I nnovative and creative

Qui ck | earner

Good know edge of tools |ike (SAP, ADMARC, PPI)

Positive attitude to words the problens and solving ability

Projects Conpl eted: -

Reduction in AHT for reports which resulted in $ savings for the client.
Reduction in AHT for Pre-notification letter which resulted client &np; custoner satisfaction.

Conput er Proficiency: -

Basi c Word, Excel and Power Point Presentation
W ndows XP and W ndows 7
Good know edge of SAP

Prof essi onal Trainings Attended: -

Conpet enci es based training: Mlestone 2.0, Business communication, Walk the talk, Analytical
ability

Busi ness Excel | ence: OTC (Order to Cash)

Domain Certification: T100

Qual ity Based trainings: CIM



