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OBJECTIVE:
To work with a progressive company in an international environment, Which can utilize my skills to the fullest and provide opportunities for growth and success.
PROFILE SUMMARY:
· Smart, dynamic, energetic and self motivated.
· Have 20 years of work experience in UAE in different fields.
· Have 7 years of experience in Hotel Managing.
· Holds a Degree of Bachelors in Arts from Calcutta University in 1994.
· Possess excellent skills in planning, organizing, implementing and problem solving.
· Very particular with work and always very loyal to the company.
· Have excellent communication and interpersonal skills.
· Posses great leadership skills and very good in both team and individual tasks.
· Has a lot of technical knowledge and has Diploma in Software Applications.
· Hold a Diploma in Hotel Management from Academic College of London.
· Have the ability to interact at senior levels.
· Well developed administrative and communication skills.
WORK EXPERIENCE:
Company: Golden Square Hotel Apartments (inventory of 160 rooms), Deira, Dubai – U.A.E.
Position: Operation Manager 
Period: April 2008 till date
Duties and Responsibilities:

· Handling internal and external audits.
· Taking reports from all head staffs including Sales Executive, Accounts, HR, Room Service.
· Coordinates taxation and sales tax matters.
· Involved in preparation of budget with Board of Directors.
· Responsible to maintain and implement systems to monitor and control cost and inventory.
· Responsible for the administration issues relating to visas, salaries and accommodation of staff.
· Taking care of all credit facilities.
· Evaluating all the account reports.
· Preparation of monthly management accounts for reporting to Board of Directors.

Company: ART (Arab Radio Transmission at Pay TV Management, Jebel Ali Free Zone, U.A.E
Position: Admin and Human Resource Manager 
Period: November 1999 to March 2008

Duties and Responsibilities:

· Maintain accounts receivable and payable ledgers, checking, verifying and posting supplier or sub-contractor invoices and LC documents.
· Coordinate with bank authorities, auditors and ensure proper compliance with all statutory regulations and company policies and procedures.
· Handle payroll, calculation of leave salary, gratuity, calculations of deduction, staff benefits, etc.
· Balancing credit card.
· Checking all Bank transactions and Cashier logs monthly.
· Reporting to Finance manager.
· Preparations of monthly management accounts and reporting to shareholders.

Company: KT Trading International in Jebel Ali Free Zone, U.A.E
Position: Administration Officer 
Period: April 1995 to March 1997

Duties and Responsibilities:

· Assist customers in their sales inquiries.
· Preparing local and overseas purchase orders and sending them to concerned parties.
· Preparing shipping reports and invoices.
· In-charge of cargo division, logistic and liaison with shipping line.
· Processing of L/C and import export shipping documentation.
· Follow up actions and reported directly to the General Manager.
· Attending all queries of both suppliers and buyers.
· Ensure appropriate documentation for all transactions.
· Petty cash handling and other administration works as required by the department.
ACADEMIC QUALIFICATIONS:
· 2007 -     Human Resource Management course from Dubai.
· 2007 -     Hotel Management from Dubai.
· 1994 -     Bachelor of Arts from University of Calcutta, Bangabasi Morning College.
· 1992 -     Higher Secondary Certificate Exam from West Bengal Council of Higher Secondary 

   Education, Calcutta.
· 1990 -     Secondary School Certificate Exam from West Bengal Board of secondary education, 
   Central Model School.
TECHNICAL EDUCATION:
· Diploma in software applications from NIT computer institute.   
PERSONAL INFORMATION:
Civil Status

:
Married


Gender

:
Male
Nationality

:
Indian
Language Known
: 
English, Urdu, Hindi and Bengali
Date of Birth

:
8th March 1972
Visa Status

:
Employment Visa (Transferable)
