RAJA 
 Raja.354008@2freemail.com                                                                                  
CAREER OBJECTIVE
To find a challenging position to meet my competencies, capabilities, skills, education and experience.
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EXPERIENCE SUMMARY


Blue Bay Black Stone Hotel Dubai, UAE

4* Hotel (Pre-Opening Team)
Accountant Officer (15 Nov 2014 Till  28 Jan 2017). 
· Daily Morning Report.
· Check Proper City Ledger and tally our report to Front office report.
· Check properly attachment with check out rooms or Group. 
· Make sure correct LPO. 
· Check Rate with C\Out Rooms from contract. 
· Make sure which type of contract or group booking or Company Rates or Cooperates Rates or Any other Dealing Rate.
· After check All Invoices then send Invoices to Companies by different way (by courier, by some company has Online own system, by simple Online).
·  Send SOA. Time to Time. 
·  Answering any discrepancy by mail.
·  To call companies to take follow up payment.
·  Collection Payment and Deposited bank same time.

·   Main Important To Control Aging. 
·  Apply payment. 
·  Dedicate Commission. 
·  TO Open New Account.
·  Before Open Any Account to make sure from All Credit Manager about Company Status. 
·  Do Credit Card Reconciliation By Daily Bases. 

· To make sure if receive any payment Front office they post proper way.
·  To Prepare Credit Meeting. 
· Make AR TO AP. 
·  To control City Ledger.

·  To sending All Invoices by Courier.
·  One Copy keep Filing For our record.      
· Deposited Bank. (Daily Cash /Cheques).
· Distributed salary those who cash basis.

 Arabian Courtyard Hotel & Spa 
          Credit Officer   (01 Jun 2014 Till 30 Oct 2014)  
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 Holiday Inn Bur Dubai - Embassy District I IHG- Intercontinental Hotels Group.
                                      
          Accounts Receivable Clerk   (22 Feb 2012 to 18 May 2014).
· Posts customer payments by recording cash, checks, and credit card transactions.

· Posts revenues by verifying and entering transactions form lock box and local deposits.

· Updates receivables by totaling unpaid invoices.

· Maintains records by microfilming invoices, debits, and credits.

· Verifies validity of account discrepancies by obtaining and investigating information from sales, trade promotions, customer service departments, and from customers;

· Resolves valid or authorized deductions by entering adjusting entries.

· Resolves invalid or unauthorized deductions by following pending deductions procedures.

· Resolves collections by examining customer payment plans, payment history, credit line; coordinating contact with collections department.

· Summarizes receivables by maintaining invoice accounts; coordinating monthly transfer to accounts receivable account; verifying totals; preparing report.

· Protects organization's value by keeping information confidential.

· Updates job knowledge by participating in educational opportunities.

· Accomplishes accounting and organization mission by completing related results as needed.
Achievements 
Best Employee of Month.

One Year Certificated Award.
TECHNICAL SKILLS
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· Microsoft Dynamics NAV 
· OPERA          

ACADEMIC QUALIFICATIONS
             Master Economics           2008  University of Sind Hyderabad, Pakistan.  

            Bachelors in Science      2003   University of Sind Hyderabad, Pakistan
PERSONAL INFORMATION
	     Date of Birth            :        November, 1982
                     Place of Birth       :         Karachi

                      Nationality            :       Pakistani

                      Visa                           :      Visit 
                 Last Date Of Visa     :     20 June 2017
                       Marital Status      :        Single

                   Language                   :    English , Urdu ,Hindi

	
	


· With UAE Driving License Light Vehicle
I hereby certified that all  theabove information is true and correct to the best of my knowledge.
	
	
	


