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	Objective

· Seeking challenging position with immense scope for both organizational and personal growth in Hotel Industry and to work with reputed organizations where I can utilize my skills to successfully meet the challenges and to learn all aspects in the field that would make me a top professional in an organization.
Career Summary

· Having 4 years of experience in Hotel Industry and 1 year experience in Sales and Marketing.
· Worked as Income Auditor, Credit Controller and Accounts Receivable in, KSA.
· Worked as Asst. Credit Manager in Four Points by Sherton Riyadh, KSA.
· Worked as Accounts Payable in Four Points by Sherton Riyadh, KSA.
· Worked as Sales Executive (Territory Manager) in.
Education

· Bachelor of Commerce from University of the Punjab Lahore, Pakistan. 
· Diploma in Hotel Management and Tourism. (DHMT)

Certifications
· Certificate in Micros Fidelio (MC, MFF).
· Certificate in Customer Services and Customer Awareness. 
· Certificate in Computerized Accounting System.



Personal Synopsis & Specialities
· Asst. Credit Manager
· Income Auditor
· Night Auditor

· Accounts Receivable
· Sales Executive (Territory Manager)
Job Profile        
         1-, KSA:  (Jun 2012 – Jun 2013)
Roles & Responsibilities as Income Auditor, Accounts Receivable and Credit Controller.
· Monitor accounts to ensure payments are up to date and resolve invoice discrepancies.

· Assist Front Office staff and helping them in their queries and problems.

· Verify and ensure all city ledger data transfer from front office to accounts receivable.
· Verify the corporate city ledger folios with supporting documents.

· Prepare company bills and send to clients and follow up for the payments.

· Maintain positive working relations with customers and other department managers.

· Ensure timely credit collections of all outstanding payments.

· Manage credit meetings with key stakeholders.

· Monitor credit limits of all outstanding accounts.

· Follow up on all overdue accounts and send to debt collectors, as required.

· Manage all account queries and disputes.

· Check and verify credit card transfers with reconciliation report.

· Verify all check out folios with payments and calculate credit card commissions. 

· Posting of all collections received as cash either check in A/R system. 

· Reconciliation of bank statement with all credit card bank transfers and payments.

· Verify and post all credit cards on daily basis with calculated commissions and corrections.

· Verify and post all laundry bills in accurate manner on daily basis with corrections.

· Verify and post all restaurant bills, mini bar bills and coffee shop bills with corrections.

· Verify and post all the incomes from credit cards,laundry bills,mini bar bills,coffee shop bills.

· Perform other related duties as Credit Supervisor, Night Auditor, Reservations.
· Reporting directly to the Financial Controller.
2-, KSA:  (Mar 2011 – May 2012) 
Roles & Responsibilities as Asst. Credit Manager.  


· Consistently offers professional, engaging and friendly service. 

· Inspect all in-house accounts to ensure adhere to the hotel’s credit policy, assist with the collection efforts of these accounts where necessary. 

· Posting guest, credit card, and miscellaneous payments accurately. 

· Handling all guest billing issues and disputes, including credit card initial inquiries and charges.

· Worked in flexible schedule in order to accomplish all major responsibilities and tasks. 

·  Followed all local and corporate policies and procedures as they relate to Accounts Receivable. 

· Supervised day to day activities of the Accounts Receivable Clerk and do performance review of that individual as prescribed by Hotel policy. 

· Fostered great working relationship and communication with Sales, Catering, Conventions and Front Office Departments. 

· Responded promptly to guest queries and account disputes, including credit card initial inquiries and charge backs, by verifying the information and, after obtaining the accounting manager’s designates approval, making the appropriate corrections as required. 

· Assisted the credit manager or accounting manager’s designate in the completion of the credit manager duties such as performing credit references, attending pre and post convention meetings, placing collection calls, or placing initial follow-up billing calls. 
3-, KSA:  (Apr 2010 – Mar 2011) 
Roles & Responsibilities as Accounts Payable.

· Perform the day to day processing of accounts payable transactions to ensure that municipal finances are maintained in an effective, up to date and accurate manner.

· Perform day to day transactions for the transfers (issuance to other dep’t).

· Manages and Handling the petty cash for all depts.

· Decision making on the aging process of suppliers for making supplier payments.

· Complete payroll functions to ensure staff are paid in an accurate and timely manner.

· Manages and assisting the complete store room.

· Perform day to day reconciliations of the bank statements.

· Perform account allocation process of vendor’s accounts.

· Petty cash requests in advance and transactions for petty cash reimbursement.

· Monitor accounts to ensure payments are up to date and resolve invoice discrepancies.

· Provide administrative support in order to ensure effective & efficient office operations i.e.  the confidentiality and security of all financial documents, inventory files and employees

· Manages monthly closing of financial records and posting of month end information; ensures accuracy of financial statements with the help of Financial Controller.   

· Update the cheque payment status, supplier status, petty cash request and reimbursement status, inventory status and employee status files for reconciliation.
 
4-:  (Nov 2007 – Oct 2008)
Roles & Responsibilities as Sales Executive (Territory Manager).
· Arranging appointments with doctors, pharmacists and hospital medical teams, which may include pre-arranged appointments or regular 'cold' calling.
· Making presentations to doctors, practice staff and nurses in GP surgeries, hospital doctors and pharmacists in the retail sector. Presentations may take place in medical settings during the day, or may be conducted in the evenings at a local hotel or conference venue.
· Organizing conferences for doctors and other medical staff.
· Building and maintaining positive working relationships with medical staff and supporting administrative staff.
· Managing budgets (for catering, outside speakers, conferences, hospitality, etc.).
· Keeping detailed records of all contacts.
· Reaching (and if possible exceeding) annual sales targets.
· Planning work schedules and weekly and monthly timetables. This may involve working with the area sales team or discussing future targets with the area sales manager. 

· Regularly attending company meetings, technical data presentations and briefings.
· Keeping up-to-date with the latest clinical data supplied by the company, and interpreting, presenting and discussing this data with health professionals during presentations.
· Monitoring competitor activity and competitors' products.
· developing strategies for increasing opportunities to meet and talk to contacts in the medical and healthcare sector.
· Staying informed about the activities of health services in a particular area.
Personal Information
Date of Birth


- 25th Nov 1984
Sex



- Male
Marital Status

- Married 

Nationality


- Pakistani
Languages known

- English, Arabic, Urdu
Personal Traits

- Hardworking, Self-motivated and Enthusiastic
          Visa Status

- Visit Visa (UAE)
Driving License 

- Valid Saudi Driving License
