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ARUN
ARUN.357468@2freemail.com  
OBJECTIVE 

To pursue a career in a growing and dynamic organization, putting all my efforts and knowledge to firm’s activities, thus rendering all possible services in my capacity to the organization, to effectively contribute to the optimal growth of the organization.
PRESENTLY WORKING IN:

NAME AND NATURE OF WORK:

COMPANY NAME

: PHOENIX HOTEL LLC

LOCATION


: DEIRA FISH ROUND ABOUT
DISGNATION

: ACCOUNTANT
DURATION


: Working since 18th October 2012 to November 2016.
Job Responsibilities:
· Cash reconcile: 
Reconcile the cash of the previous day and check the cash in the safe. i.e. 1. Petty Cash and Cheque books.

· Credit Card Reconciliation:
Reconcile all the credit card slips and credit card transaction if any variance with the system and physical. Then follow up to recover the hold amount from the bank when the transaction was not successful without the approval.
· Petty cash Handling:
· Maintain the receipts of all the expenses which spent during the day for the company purpose. 

· Collecting the quotation from known companies for best buy of company related assets

· Creating Local Purchase Order for the assets for the office use. 
· Cash and credit purchase of daily needs like Tissue papers, toilet rolls, cleaning item’s & food items.
· Preparing Municipality Tax: 
· Preparing the Municipality tax on monthly basis for the hotel

· Preparing Tourism Dirham’s Fees: 
Preparing Tourism Dirhams fees on monthly basis for smooth handling of the business. Reconcile all the room expenses and pay the fees to the tourism authority on month end.

EMPLOYMENT HISTORY:

NAME AND NATURE OF WORK:

COMPANY NAME

: DUBAI NOVA HOTEL                 
                                    

LOCATION


: BURDUBAI

DESIGNATION

: ACCOUNTANT

DURATION


: 04TH October 2004 to September 2012

Job Responsibilities:

· Cash reconcile: 
Reconcile the cash of the previous day and the check the cash in the safe. i.e. 1. Petty Cash & Cheque books.

· Credit Card Reconciliation: 
Reconcile all the credit card slips and credit card transaction if any variance with the system and physical. Then follow up to recover the hold amount from the bank when the transaction was not successful without the approval.

· Petty cash Handling:

· Maintain the receipts of all the expenses which spent during the day. 

· Collecting the quotation from known companies for best buy of company related assets

· Creating Local Purchase Order for the assets for the office use. 

· Cash and credit purchase of daily needs like food items, Tissue papers, toilet rolls, and cleaning item’s.

· Preparing Municipality Tax: 
Preparing the Municipality tax on monthly basis for the hotel.
STRENGTHS:

· Hardworking and quick learner

· Dedicated and meticulous towards assigned work with positive attitude

· Flexible to take up any kind  of responsibilities

· Self-confident and honesty towards my work

EDUCATIONAL QUALIFICATION:  
ACADEMIC QUALIFICATIONS:
B.COM   
: Commerce Graduation from SKBR College Amalapuram,   
                           Andhra University, Visakhapatnam, India

TECHNICAL SKILLS:

Operating system

: MS Dos, Windows.

Application

          
: MS Office.

Accounting Package

: Tally, Peach Tree
PERSONAL PROFILE:

LINGUISTIC SKILLS
: Able to read, write and communicate English, Hindi & Telugu 

Date of Birth


: 04th May 1969

Marital Status


: Married

Nationality


: Indian

Gender 


: Male

DECLARATION:

             I hear-by declare that the above furnished information is true to the best of my knowledge and belief.

