ABHISHEK GARG
SENIOR AR/AP COORDINATOR

Gurugram, Haryana, 122018 - abrgarg0302@gmail.com - + 917014850962

PROFESSIONAL SUMMARY

Dynamic and results-driven Senior AR/AP Coordinator at NIIT Limited with 2+ years of experience in invoicing
management, regulatory compliance, and client servicing. Proven ability to manage over 300+ invoices/month,
maintain 100% SLA adherence, and drive cross-functional process improvements. Adept at reducing billing
discrepancies by 25% and recognized for meticulous attention to detail and strong client relationship
management.

PROFESSIONAL EXPERIENCE

NIIT Gurgaon, India
Senior AR/AP Coordinator 08/2023-Present
Coordinated 300+ invoices monthly with 100% accuracy and within SLA timelines.
Reduced billing discrepancies by 25% through proactive auditing and real-time tracking.
Managed and updated billing sheets for 20+ internal clients, ensuring zero delays.
Created and tracked 50+ Statements of Work (SOWSs) and maintained Rio Tinto's Customer Satisfaction
Portal, achieving 90%+ client satisfaction scores.
e Partnered with cross-functional teams (Finance, Ops, Sales) to streamline invoicing processes, reducing
turnaround time by 20%.
Ensured 100% compliance with internal policies and external regulations.
Awarded "Star of the Month" (May 2024 & May 2025) for exceptional invoice accuracy, proactive
discrepancy resolution, and maintaining top-tier internal customer satisfaction across departments.

Selected Project Experience
e Multi-Project Invoicing Workflow Optimization
- Managed and coordinated 300+ invoices monthly across multiple client projects, ensuring 100% SLA
adherence and accuracy.
- Collaborated with internal teams to maintain up-to-date billing records and resolve discrepancies,
resulting in a 25% reduction in invoice errors.
e Centralized SOW Documentation & Vendor Tracking
- Created and maintained 50+ Statements of Work (SOWSs) across various projects, enabling consistent
vendor onboarding, deliverable tracking, and billing clarity.
- Developed structured data sheets with the team to track vendors, engagement history, and financial
compliance, enhancing audit readiness and internal reporting accuracy.

ICICI BANK Ganganagar, India
Relationship Manager 09/2022-02/2023
e Managed a portfolio of 150+ retail banking customers, offering tailored financial solutions and maintaining
strong, trust-based relationships.
e Achieved 120% of monthly targets in cross-selling banking products, including savings accounts, personal
loans, and fixed deposits.
Resolved 95%+ of customer queries within the first call, contributing to high CSAT ratings (above 90%).
Proactively educated clients on banking products and digital services, increasing usage of net banking and
UPI platforms by 20% within assigned territory.
e Acted as a single point of contact for priority clients, addressing complex needs and ensuring quick
resolution of queries within 24-48 hours.
e Trained Junior Staff on relationship management practices, increasing team efficiency.

EDUCATION

MGSU Bikaner, Rajasthan
e Master of Commerce (Business Administration and Management) 2022-2024
e Bachelor of Commerce (Accounts and Business Statistics) 2019-2022

BIHANI CHILDRENS ACADEMY, CBSE Ganganagar, Rajasthan



Commerce (with Computer Science) 2018-2019

CERTIFICATIONS

SKILLS

Post Graduate Program in Relationship Management - NIIT IFBI
Certification in Computer Accounting (Tally ERP & Busy) - Ganganagar Computer Institute

Core Skills

Client Relationship Management

Invoicing & Billing (300+ invoices/month)
Customer Feedback Analysis (CSAT Score: 95%+)
Regulatory Compliance Expertise

SLA Adherence & Time Management
Cross-functional Collaboration

Process Optimization (Reduced cycle time by 20%)
Data Analysis & Financial Reporting

Problem Solving & Critical Thinking

Technical Skills:

Finacle - Core banking platform for handling retail customer operations

TeckNowPark - Used for SOW creation and tracking across multiple vendor projects

Symphony - Utilized for billing and invoicing operations

Customer Satisfaction Portal (CSS) - Maintained and updated CSS Portal for client feedback and
engagement tracking.

Tally - Financial accounting and inventory management

Busy - SME-focused business accounting software



