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B. COM + M.B.A. With over 4 years experience in Hotel - Finance.
KEY SKILLS: Knowledge of accounts payable and Night / Income Auditor.
INDUSTRY:  Hospitality

CURRENT SUB FUNCTIOAN AREA:  Night /Income Auditor

CAREER OBJECTIVE:
To contribute towards on organization success through the use of exceptional Financial service, managerial and people management skills.

WORK EXPERIENCE

Currently working with  Mercure Gold Hotel (Accor Group) as Income Auditor from April. 2012 to Till date.

Position :- Income Auditor.
Reports To: - Director of Finance & Business Support
Job Responsibilities:-

As a Income Auditor  
· Review and verify Night Auditors logbook, Daily revenue report and Daily Food & Beverage report with Supporting Vouchers and trial Balance. 
· Overseeing the revenue of entire hotel operation for previous day and drafting reports for the management.

· Preparing the Market Segment Reports.

· Distribute daily reports after obtaining Director of Finance / Financial Controller’s approval
· Preparing the discounts and A&G report and get approved from the G.M.

· Review the city ledger and credit card transfers of the day and pass the same to the Accounts Receivable
· Review rate variance report in order to ensure the correct rate is applied. 
· Reconcile the municipality fees with ledger. 

· On a daily basis check Fastcom commission and update accordingly   
· Prepare Pegasus commission and send for processing the payment.
· Monitor the foreign currency rate and update in opera accordingly     
· Monitor all the department calls and took the explanation for the calls above 15 Minutes.     
· Maintain all contract file and update all file if any changes in the contracts.  
· Preparing all Month End Income reports and sends to Accor Head office.
· Send P&L report to Accor Office on every Month.
· Checking banquet checks according BEO billing instructions.

· Room cancellation report to be scrutinized and checking for the retentions to be raised. 

· Checking of No show on daily bases and charged if chargeable.

· Checking of Early arrival, late departure.

· Daily reconciliation of wrong entries in the system.

· Scrutiny of daily negative/Allowance entry duly verified from the front office manager.

· Checking of the outlets bills and room postings

· Check control and maintaining the check series of opera and stationary serial.

· To check all void bills, KOT and reprinted bills and ensured proper reason with signature of the manager.
· To do surprise cash audit in the F & B outlets
WORK EXPERIENCE
Worked with   Radisson Blu Hotel New Delhi Dwarka.(Managed by Carlson Group) as a Income Auditor from Aug. 2011 to April. 2012.
As a Income Auditor 
· Preparing the DSR, Discounts and A&G report and get approved from the G.M.

· Checking banquet checks according BEO billing instructions.

· Room cancellation report to be scrutinized and checking for the retentions to be raised and providing supporting to acct. receivables.
· Budget implementation and making aware to the outlets manager and front office manager about their performance in regards to the budget for a given month.

· Verifying employee rates with proper supporting documents.
· Check control and maintaining the check series of opera and stationary serial.

· Daily reconciliation of wrong entries in the system before night audit.

· Scrutiny of daily negative entry duly verified from the front office manager.

· Preparing the income reports i.e. discount report, allowance report and daily sales report.

· Managing and filing of income reports.

· Checking of the outlets bills and room postings

· To check all void bills, KOT and reprinted bills and ensured proper reason with signature of the manager.

To do surprise cash audit in the F & B outlets.
Worked with   CROWNE PLAZA, TODAY, GURGAON.(Managed by Intercontinental Hotels Group, IHG.) as a Night Auditor form June 2010 to August 2011.

Job Responsibilities:-
As a Night Auditor
· Overseeing the revenue of entire hotel operation for previous day and drafting reports for the management.

· Daily reconciliation of sale in micros and opera

· Reconciliation of Luxury tax, service tax and value added taxes on daily basis.

· Daily reconciliation of wrong entries in the system before night audit
· Checking the daily room rates and reporting to financial controller for any kind of discrepancy
· Checking of the outlets bills
· Checking of the guest folios.
· Preparation of sale sheet ( DSR)
· Reconciliation of the cash sale & credit sale
· Running of the system
· Guest ledger verification
· Preparing the report Recap-net sale, occupancy, average room revenue etc.
Worked   with  Cordia Hotel Pvt Ltd.  ( Ramada Hotel , Days Hotel, Express By Holiday Inn, IBIS Hotel and Cordia Appartment. ) as a Account Payable Asst. from May 2008 to June 2010
· Receive and verify invoices and requisitions for goods and services

· Verify that transactions comply with financial policies and procedures

· Prepare batches of invoices for data entry

· Data enter invoices for payment

· Process backup reports after data entry

· Maintain listing of accounts payable

· Maintain the general ledger

· Maintain updated vendor files and file numbers

· Print and distribute monthly financial reports
ACADEMIC QUALIFICATION:

· Master of Business Administration From G.J.U (Hissar)

· Passed B.Com from M.D. University, Rohtak

· Passed 10+2 from CBSE

· Passed Metric from Board of School Education Haryana, Bhiwani.

COMPUTER SKILLS:     

· SOFTWARE: - MS- Office , Micros , Opera , Prolific, Brilliant , Sage , Vin Hms , POS (Point of Sale) , IDS and Tally 7.2.  

· OPERATING SYSTEM: -Windows 7 ,  Window vista, Window XP, Windows 98.

HOBBIES:

· Lessening Music 

· Making New Friends. 
PERSONAL DETAILS:
Date of Birth
:
25 July 1986

Sex
:
Male

Nationality
:
Indian

Religion
:
Hindu

Marital Status
:
Single

Language Known
:
English & Hindi
License 
: 
UAE Driving license


DECLARATION:
I hereby confirm that all the above information provided is true and correct to the best of my knowledge. 

