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	                                                   CAREER OBJECTIVE


Seeking an interesting and challenging Job where experience can be gained and skills can be improved and use my skills in the best possible way for achieving the company's goals
	
                         PERSONAL DETAILS


	


	DATE OF BIRTH               : 20/05/1989


	NATIONALITY                  : EGYPTIAN 


	RELIGION                          : MUSLIM


	MARITAL STATUS           : MARRED


	


	EDUCATION & TRAININGS :


· Tanta University (B.S of commerce).
· Computer science & information technology.

· The international computer driving license (ICDL).

· Microsoft office.

· Computer software and hardware.
· English course with merit of excellent.
· Handling guest complaint training.

· Telephone communication skills training.

· Fire awareness training.

· Foundation food safety training.

· Guest service training.

· Night Auditor Training From JA Resorts & Hotels Group - DUBAI 
· Job description :-

*Audit the daily revenue figures, supporting reports and vouchers; i.e.
PMS cashier’s reports 
POS reports
Telephone system report 
Mini bars sales report 
All clubs reports 
All other reports and supporting vouchers reflecting the revenue 
*Audit all vouchers, checks and other documents of the day’s sales. 
*Review all entertainment/complimentary checks. 
*Perform the close day procedure for all IT Systems and verify all systems’ integrity. 
*Report to the Financial Controller and/or the Assistant Controller through the Income Auditor all irregularities found for which immediate action should be taken. 
*Prepare the “Daily Business Report”.


· Receivable Training from JA Resorts & Hotels Group – DUBAI.
· Job description :- 
*Ensure the accuracy of all charges and credits to the various accounts and that they are properly entered on a timely basis. 
*Ensure that the proper amount of travel agents’ commissions is paid, and paid only to authorized travel agents. 
*Ensure that accounts, statements and follow-up letters are mailed on a timely basis. 
*Ensure that the necessary information in regard to overdue accounts is supplied to the proper persons for follow-up (i.e. the Credit Manager of the Controller). *Control, and balance all guest advance deposits. 
*Respond to guests’ queries and account disputes (such letters should be signed by either the Credit Manager/Credit Supervisor or by the Financial Controller or the Assistant Controller); 
*Balance all subsidiary accounts receivable ledgers to the appropriate control accounts monthly and prepare “aged” trial balances of all accounts receivable ledgers (including associates’ and owners’ accounts receivable). 
*Prepare all necessary reports in regard to accounts receivable.

· Cost Control and Receive Training From JA resorts Group – DUBAI
· Job description :- 
*Ensure presence of cost control staff as needed by the Hotel’s operations and during inventories. 
*Provide feedback to Cost Analyst on staffing levels of section to assist in determining staffing levels for the section. 
*Make recommendation on staff movements. 
*Ensure that cost control staff adheres to the rules and regulations of the Resort by: 
*Familiarizing self with the rules. 
*Communicating rules/standards. 
*Monitoring implementation of the rules/standards. 
*Effecting coaching/counselling and, if needed, disciplinary procedures when rules/standards are violated. 
*Represents staff in Finance meetings, in the absence of eh Cost Analyst. 
*Ensure that all management directives are communicated to the cost control staff in a timely manner.
· Human resources Executive Training From JA resorts Group – DUBAI
·  Job description :- 
*Responsible for processing and carrying out all transactions relating to visas,   permits, licenses, registration, pertaining to employees, hotel vehicles and the  hotel itself. Arranging various Government Departments and Agencies relations which include:

                  *Process all types of visas including employment and residence visas for                                                    guests and employees as well as for entertainers

*                 Process and renew of permits and licenses including hotel trade license, liquor                     trading license, chamber of commerce certificates of registration, civil defense                     certificate for the hotel, etc.

*                  Process and renew of entertainers permits/N.O.C through Department of                               Tourism

*                  Registration process and renew for all hotel vehicles

*                 Keep up with any changes or amendments to the prevailing laws /                                                                                                                                                                                                                                                              rules / regulations, change in forms / formats and other procedures and the                            Human Resources Department recommended such changes

*                 Submit relevant documents periodically to the immigration / labor office with                      regard to cancelled / absconding employees and delete from the hotel’s                                 sponsorship list

*                  Complete departure and exit formalities for employees after cancellation of                          visas

*                 Obtain quarterly sponsorship reports from the immigration / labor office and                          tally sponsorships and re-submit to immigration / labor office with relevant                          support documents

                   *preparing the monthly reports to close and balance the bank accounts and                                               audit it with the accounts department 

                   *Last but not least preparing internal system for filing and recording the daily                                                                                                    transactions and interactions to be as a witness that the job has done perfectly.                       And reminder if there is anything will take time like visas requests,                                                                         entertainers licenses, etc. for following up.
	PERSONAL SKILLS   :


· Ability to work under pressure. 

· To have the ability to handle with the problems efficiently.

· Hard working and diligent.

· To abide with the timings and conditions of work.

· Ability to communicate with the team works.
· Versatile person, have the ability to learn new skills easily and quickly.

· Attention to detail and high level of accuracy.

	EXPERIENCE  :


· (2009) Sales Marketing at RICH HOME TOURIST.
· (2010/2011) General Accountant at MOKHTAR IBRAHIM Contracting Company for Building and Reconstruction in Egypt-Cairo.
· (2012 / March 2015) CID Coordinator (Plus handling online visa system - Events) 
at JEBEL ALI GOLF RESORT & SPA.
· (March 2015 Till now) Human resources - Government Relationship Executive at JA resorts Group – DUBAI
	LANGUAGE PROFICIENCY :


· Arabic ( Mother tongue )

· English (Excellent)
	DECLARATION : 


I hereby declare that all above-mentioned information is true and correct based on my knowledge and belief.[image: image2.png]
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