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OFFICE
Minc Hotel Apartments , Al Barsha
SUMMARY 

Ambitious, Career driven, Innovative and have the ability to stimulate new ideas.

Flexible and thrive in atmosphere demanding excellence, autonomy and string in team building skills.

Work effectively and efficiently as part of a team or independently.

IT Skills

Micros Fidelio OPERA , Micros M9700 ,Nevotek , NEOS

· ERP System          –  

WinHms Business Management

Modules Of   General Ledger / 

Point Of Sales/ Visa / Front office / Call Monitoring / Night Audit / Accounts Receivable and Accounts payable.

· FOREX & Shares Trading 

Trading in Forex (Foreign Exchange Spot Market)

Trading in forex that is trading in currency pairs.

A currency pair is the rate of exchange of on currency over the other, using fundamentals like economic outlook of the country, interest rates, trade surplus/deficit and technical analysis 

Buying & selling shares online (Atlantis Trader) – Colombo Stock Exchange, Sri Lanka & handling own shares Trading account.  

· Tally Accounting  -  Basic  Knowledge of  Tally  5.4, 6.3 

· Peachtree Accounting        Preparing Sales invoices
· Microsoft Office  –   Expert

· Email & Internet  –   User Level

· Platforms              –Windows    98,2000,Xp, Windows Vista

· Typing Speed    -      40-45 Wpm

Other Information

Religious                    :  Buddhist

Marital Status            :  Single

Languages Known      :

English & Sinhala 

Tamil ( Read & Write )

Interviewer’s Remarks

· 
	Position Applied For :   
CAREER OBJECTIVE

To become a financial professional and to excel in fields of financial and management accounting by using my knowledge and skills extensively and effectively.

Work Experience (7 Years)

From     Nov -08 to  Date

Accounts payable /Assistant Accountant\Income Auditor

MINC Hotel Enterprises (UK Based Hotel Property Management Company )

· Ensure that there are appropriate and documented internal controls and procedures in place. 
· Checking Night Audit Reports and preparing Daily Revenue Reports for owned and managed Properties

· Checking for General Cashier's  Reports, Reconciliation Reports 

· Checking and care cash and bank book and follow up clients for payments.

·  inventory control statement preparation., Inventory tracking and costing, Cost centre allocation and analysis

· journal entries, general ledger maintenance, account analysis & maintenance
·  Monitors and analyzes specific Accounts Payable, periodic calendars of accounts payable tasks, and Treasury Operations such as: invoice research and follow up; problem documentation

From     01-10 -07 to 06-10-2008

Night Auditor/Finance Associate
Grand Millennium Hotel.( Pre opening Team- 5 Star Deluxe Hotel) 

Dubai, United Arab Emirates.

Audit all restaurants and Front Office  

From     01-10 -07 to 06-10-2008

· Verify  that all revenue posted correct revenue code and if wrong reverse it and give correct revenue code
· Reverse all allowance codes and passing minus entries
· Completing Night Audit & preparing night Auditor's Report.
· Preparing the outlet Revenue Report, Daily Revenue Report and group revenue Report.
· Preparing the daily tips summary Report ,Rebate , paid outs reports and Business call Report as advise by income Auditor
From     06-Jun -06 to 06-09 -07  

Junior Accountant cum Night Auditor* 
ASTORIA & AMBASSODOR Group Of Hotels. 

Dubai, United Arab Emirates.

Job Profile
· Maintenance of the Book of prime Entries (Cash Book, Bank Book , Petty cash  &  Ledger) in ERP Platform.

· Maintain ace Of the Day Books (Journal, Sales Day Book & purchase Day Book )

· Preparing Visa, Master card, Amex credit card invoices on outlet wise income.

· Reconcile and verify sales and purchase invoices with book of entries.

· Verify of Accounts Receivables, payables & send letter for confirming balance.

· Supporting to prepare Hotel revenue and sales analysis Reports.

· Weakly revenue statements & preparing credit analysis Reports. 

· Handling all payables for food stuff purchases.

· Calculating physical stock balancing with the quantity on hand.

· Maintenance of Documents for vehicle Registration, Insurance, inspection.

· Completing Night Audit & preparing night Auditor's Report*.
20-Apr-05 to 01-Mar-06              11-Oct-03 to 19-Apr-05        

 Assistant Accountant
       Accounts  Assistant                 
Stream Media Network (PVT) Ltd.,

( A Member Of  JAYCEY Group) Colombo, Sri Lanka.

Job Profiles

· Reporting to Accountant, group Accountants

· Preparing month-end management information statements

·  Production wise profit loss accounts & helps to prepare final Accounts.

· Maintenance of computerized ledger balance sheets accounts reconciliation.

· Bank reconciliation.

· Liaise with Group, Customers & Banks.

· Preparation of product Costing, Deterring quotations & day to day letters.

· Inventory control.

· Participation  for  Month end  Internal audits under                             Group Management such as Sathdina News Publishers; JAYCEY Industries Ltd;
Professional Qualifications

June,2004 

 International  post Graduate  Diploma in Computer Studies (NCC-United Kingdom)

 BSc. (Hons) first year –London Metropolitan University

    Awarded as majoring in Computer Programming)

    Business communication, Business Organization, Computer Technology, Systems                  Development, Developing a web site, Networking, Structured Programming Methods, Visual Basic

Feb , 2003     

Association Of Accounting Technicians Of  Sri Lanka

Basic Accounting, Business Mathematics & Statistics, Economics & Commerce,

Accounting, Taxation & Auditing, Business Law 

Management, Business Communication

Sep, 2005 

Certified Investment Advisor   -Colombo Stock Exchange 

                         Analysis & interpretation of financial statements, Macro economic concepts-Economic decision making, Quantitative techniques-Investment Management, Security Analysis, Portfolio Management, Overview of the Capital Market.

Oct  ,2005    

PCM- Sri Lanka Institute Of  Marketing (SLIM)

    Marketing Concept, Marketing Environment , Consumer Behavior, Marketing Research      Market segmentation, Marketing mix Strategies , Product Management, Pricing, Distribution   Marketing Communications , Marketing Decisions/Implementations , Combine the Marketing Mix ,  

    Developing the marketing Plan , 

    Sales Forecasting & Budgeting ,  

    IT for Marketing

Educational qualifications 

· GCE Advanced Level Examination 

   Credit passes (3)

   Business Statistics Business Studies                                     

   Accounting Ab , General English  
   Index Number : 

· GCE Ordinary Level Examinations 1999

  Distinction Passes (8)

   Sinhala, English, Mathematics I/II,

   Science I/II Buddhism, Social Studies 

  Credit passes (2)

   Aesthetics Studies, Technical Subject     

   Index Num:

Extra Curricular Activities

   President of school environmental Explorers club. (96-97)

   Senior member of school Astronomy Association. (97-99)

   Leader of Astronomy quiz team. (2001)

Non-Professional Areas Of interest

   Reading books on modern management initiatives and       psychology.

Human Resources Development.

Enjoying solitude moments with nature.
I hereby certify that all above information is true and correct with my best knowledge and experiences.

Thank you,

Yours faithfully,

Samantha 
Sub:  Application for any suitable position 

(Accounts /Finance Division)
Dear Sir/Madam,

Being given to understand that there exit some vacancies for the above- mentioned post under your esteemed control, I hereby take the liberty to submit my application for the same.

Please find enclosed here with my curriculum vitae for your kind perusal.

If given an opportunity to serve under you, you may rest assured that I will do my best to give you every satisfaction in the duties entrusted to me.

Hoping to be called for an interview, where by giving me a chance to represent my self.

Thanking you,

With best regards,

Samantha 
Encl-attached.
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