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	Qadri

	Position Apply for
	:
	
	To Seek a suitable position in a result oriented fast growing Company

	
	
	
	where my knowledge and experience will be utilized for my personnel

	
	
	
	and company's growth with the Designation of Finance Manager /

	
	
	
	Asst. Finance Manager / Senior Accountant.

	Professional Qualification:
	Commerce Graduate
	
	

	
	
	
	B)
	Institute
	:   Bombay University

	Computer Knowledge
	:
	
	Ms – Office, Fidelio Hotel Management Package,

	
	
	
	Peachtree Accounting Package (Version – 8.0)

	
	
	
	Tally Accounting Package ( Version – 6.3 & 9.0 )

	
	
	
	DLI – Taas Payroll System (Version – 2.3.0)

	Professional Experience
	:
	
	14 Years
	
	
	

	Presently Working
	:
	
	
	
	
	
	

	From July 2001 till date
	Name
	
	
	Hotel & Executive Flats

	
	Designation
	-
	Finance Manager

	
	About Company  -
	39 Executive Flats based Standard Hotel


· Preparing P&L – Balance Sheet & handling the auditing for the year end.
· Preparing Bank Reconciliation Report for the month end.
· Preparing Financial Reports under the supervision of Controller.
· Checking the payable clerk’s Posting of suppliers invoices and matching with receiving report and Purchase Order
· Checking of all necessary signatures obtained in the Invoices and receiving report.
· Receiving clerk stamp/signature is checked.
· Preparing Suppliers payment vouchers and cheque.
· Checking of all purchase order photocopies are attached to all partial deliveries.
· Checking of the sequences for receiving reports, payment vouchers cheque and purchase order.
· Balancing the Payable vouchers with the system posting and the receiving report for the month end.
· Payables posting for the same batches are taken and re-checked against correct supplier/account code/amount.
· Follow up the initial Collection efforts of out standing accounts to ensure that all are settling promptly.
· Ensure that all invoices, statements and correspondence are mailed promptly.
· Investigate dispute charges and follow up queries raised by clients.
· Preparation of the aging report and hi-light the outstanding balance more than 90 days with remarks to the Credit Manager and financial Controller.
· Attending the credit meeting with necessary files and documents.
	Details of Experience:
	
	

	From Nov.1999 to June2001 - Name
	-
	Hotel

	Designation
	-
	Income Auditor


Income Auditor

· Audit all daily revenue reports to ensure all income pertaining to unit has been accounted for correctly.
· Ensures verification of actual departure report and scrutiny of guest checkout folios to eradicate all discrepancies
· Check and balance front office allowances rebates, discount paid outs and room transfers to ensure that they are correctly passed and authorized.
· Check and balance all outlets revenue with the system posting.
· Check the room reports and night clerk's reports and balance with system posting.
· Check room discrepancy reports with housekeeping reports.
· Preparation of Daily Revenue Reports.
· Preparation of daily sales Reports
	From Mar.1997 to Feb.1999 - Name
	-
	Hotels

	Designation
	-
	Income Auditor


Income Auditor

· Audit all daily revenue reports to ensure all income pertaining to unit has been accounted for correctly.
· Ensures verification of actual departure report and scrutiny of guest checkout folios to eradicate all discrepancies
· Check and balance front office allowances rebates, discount paid outs and room transfers to ensure that they are correctly passed and authorized.
· Check and balance all outlets revenue with the system posting.
· Check the room reports and night clerk's reports and balance with system posting.
· Check room discrepancy reports with housekeeping reports.
· Preparation of Daily Revenue Reports.
· Preparation of daily sales Reports
	From Apr..1996 to Feb.1997 - Name
	Company.

	Designation
	-
	Accountant

	About Company
	-India's Second Largest Courier Company.

	From May.1994 to Feb.1996 - Name
	
	Garments Factory

	Designation
	-
	Asst. Accountant

	About Company
	-   International based children's wear garments

	
	
	Factory.

	From Apr..1993 to Feb.1994 - Name
	-
	Computers Company

	Designation
	-   Computer Operator / Data Entry Operator

	About Company
	-   Computer Institute of Developing Software &

	
	
	Packages.

	PERSONAL DATA

	Date Of Birth
	-   29th July 1974

	Marital Status
	-
	Married

	Sex
	-
	Male

	Nationality
	-
	Indian

	Religion
	-
	Muslim

	Language
	-English, Arabic, Urdu & Hindi


