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Career Objective

Realistic, Ambitious with strong and effective communication skills, Enthusiastic with highly developed interpersonal skills, looking for a challenging position in any Business, in Accounts Dept with an opportunity for better prospective growth.

Career Summary

Total Eighteen years of experience- Eleven (11) Years experience in Hospitality Business as an Accountant / Front Desk Officer, Seven (7) years in Insurance Company as an Accounts Officer and (04 months) in Za’abeel Palace Office.
Relevant Experiences:
Za’abeel Palace Office, Dubai, UAE  (2014–2015)
a. Accountant-Medical Insurance 
· Make the Statement of Accounts as per invoices after checking the debit and credit notes

· Reconciliation of invoices as per addition and deletion of medical policies

· Process the payment after getting the approval from the Management

· Coordinate with Insurance company related to medical insurance dealings

· Make the Medical Insurance Additions as per the concerned dept request
· Do the Deletion of the medical insurance as per the concerned dept instructions

· Dealing the reimbursements between with Insurance company and staff

· Correspondence to Insurance company against the addition, deletion and Reimbursement
· Coordinate with Staff and Insurance company regarding any issues related to approvals
· Collecting different medical insurance companies quotations for renewal of policies

· Make the comparison of the quotations of different companies

b. Stationery Inventory Controller
· Stock taking of all stationery inventories
· Update the new stationery item in the system
· Issuing the stationery to concerned dept as per request
· Order the office stationery according to the shortage of the stock
· Make the weekly stationery consumption report and send to the Reporting Director
· Maintain weekly, monthly and yearly report of stationery 
c. Secretary to the Director-Administration
· Receiving the gifts related to Royal family
· Checking the Gift according to the requirement quality and quantity

· Make the Delivery note with photo of the concerned item

· Send to Royal family as per the instruction of the Director

Islamic Arab Insurance Company- Salama, Dubai, U.A.E  (2008 – 2014)
a. Accounts Receivable Officer (2008 April to 2008 Sept)
· Contacting all Brokers, Agents and Direct Customers
· Generating all outstanding reports on weekly basis

· Sending statements and outstanding statements to all Brokers, Agents and Direct Customers
· Following up with Debtors 

· Discuss and find out the solution for the disputed entries of customers 
· Generate ageing reports of Receivable parties and send to concerned dept heads.

b. Accounts Payable Officer (2008 -2014)
(a) Making all administrative expenses through an oracle based software accounting system
· Review and reconcile the vendors invoices and booking in concerned expense head with branch wise

· Making General Credit Notes, General Debit Notes, General Journal Vouchers and Payment Vouchers
· Payments by manual cheques

· Online cheques

· Account to Account transfer through banking online system
· Domestic fund transfer
· Fund transfer through Online Cross border


(b)Staff Payroll expenses through Oracle based software accounting system.

· Making all pay roll expenses by branch wise
· Making General Credit Note, General Debit Note and Payment Voucher
· Staff all payments- House Rent Advance, Air fare, Advance Salary and Loan etc.
· Deduction of Staff loan from salary
· Making Outstanding reports of staff house rent and loan on monthly basis
(c) Insurance Companies Payments

· Checking the outstanding payables of Insurance companies 
· Making the payment voucher and allocation

· Making the cheques through online
(d)Generating  of Outstanding Vouchers Reports


· Check the outstanding vouchers and sending to concerned dept for settle the vouchers
· Settle vouchers by making proper entries
· Send to Reporting Manager
(e)Fixed Asset Register



· Make the fixed asset addition and deletion entries
· Make the depreciation entries of all branches on monthly wise by uploading system
· Update the F.A Register on daily basis
· Submit to the F.A Register for Auditor on quarterly basis by separating Tangible and Intangible assets
· Compare the F.A Register with Trail balance
(f) Garages Payments



· Generate Monthly Outstanding Statements and send to concerned Garages

· Reconciliation of Garages statements and make the payments
· Make the payment vouchers
(g) Sales Agents, Brokers and Marketing Staff Commission
· Make the debit and credit notes as per monthly production

· Issue the cheques to the concerned Agents, Brokers and Staff by making payment vouchers
· Make the Online payments to concerned staff against commission

(h) Motor, Non Motor Claims and Re Insurance  Payments

· Motor Claims- Agency and Direct Customers payments

· Motor Endorsement payments

· Re Insurance Payments

· Non Motor Claims payments

(i) Medical Payments

· Medical Claims payments- Clinics, Hospitals and Direct Customers

· Medical Agency charges

· Online payments to concerned companies as per the instruction
(j) Assist Internal, External Auditors and Accounting Manager

· Assist Internal and External Auditors on monthly, quarterly and yearly auditing
· Providing the supporting documents and information on internal process which is required for audit

· Assist Accounting Manager  in preparing overall expected /current budget by providing supportive documents

· Maintain financial information, files and records in order to ensure the availability of documentations
Shezan Hotel & Restaurant-Doha Qatar. (One of the 3 star hotels in Doha) (1997-2008)

Accountant and Front Desk Officer:
a. Accountant: -

· Checking the Daily Sales & Sales Statements.

· Do the Correspondence

· Preparation of daily room and service statements

· Making journal entries

· Preperation of Cash Book ,Debtors, Creditors and Ledger.

· Checking of Accounts Receivable and Payable

· Managing the administrative, and handling of petty cash expenses.

· Maintaining Ledger

· Preparing Trial Balance 

· Balance Sheet
· Maintaining of accounts using by Oracle based Accounting package
· Dispatching the credit room bills and food bills to concerned companies and individuals
· Generating Monthly and Yearly guest reports, Room Occupancy status etc.
b. Front Desk Officer
· Manning hotel reception counter

· Making the Cash and Credit Invoices
· Working as Reservation in charge
· Dealing with Guest in Check-in and Check-out Counter 

· Cash Transactions

· Attending the Telephone calls in big board with 70 extensions.

· Familiar with all credit cards

· Familiar with Foreign currencies

· Working in Tourist Visa counter

· Updating new items in the system

· Registering and collecting payments of credit sales transactions
Barkat Investment Corporation, Calicut Branch, Kerala, India
Marketing Executive –cum Accounts Assistant (1996-1997)
· Canvass the market by introducing different attractive schemes with different profit rates

· Introduce different investment schemes of Leasing and other real estate schemes

· Explain and convince the customers regarding the different schemes of investments
· Make the day to day expenses entries by accounting package “Tally”

Education: -

Bachelor of Commerce- University of Calicut, Kerala, India.
Peach Tree Accounting Package

Data Entry operator Course-1996-(L.B.S.Centre For Science & Technology, Kerala)

Data Entry coaching ,Ms-Office  (Ms-Word,Excel)

Software Awareness:

Well Knowledge in Ms-Word, Excel, Microsoft Outlook & Internet Explorer and have good orientation towards learning new soft wares
Other Abilities:-

· Type writing skills in English with excellent speed
· Valid Indian Driving License
· Valid Light Driving License- United Arab Emirates
Training Courses:
Following Training courses are completed and it was conducted by Emirates Institute for Banking and Financial Studies (UAE govt. Institution)
(a) Business Writing

(b) Islamic Insurance (Takaful)
Personal Data

Nationality 

:- 
Indian

Date of Birth

:-
May 18 , 1974
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:-
English, Arabic, Hindi, Urdu, Tamil and Malayalam

Marital Status
:-
Married
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Employment
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