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DOMAIN KNOWLEDGE       
    

· Experience in Accounts Receivables, Pay Master (Dubai)
· Payroll Master and General Cashier (Dubai).
· Well experienced in Non- Banking Financial Corporation domain. (India)
· Experienced in Holiday Resorts Zonal Accounts. (India)
· Worked in Event Management domain.(India)
PROFESSIONAL EXPERIENCE
Movenpick Hotel Apartments Al Mamzar, Dubai                                Feb  2013 – Till Date       
Movenpick Hotel Apartments Al Mamzar is a Swiss based chain in the field of 5 star Hotel category.
Senior Credit Supervisor / Pay Master  
Role & Responsibilities : 
· Accounts Receivable

· Preparing travel agents, corporates and government invoices in relevant with attachments for accuracy of invoices
· Responsible for payment follow up to ensure debit recovery from the date of invoice as per the contract
· Verifying credit application forms of new customers to establish credit worthiness of the company as per the company policies & procedures
·  Reconciliation taken care for the accounts receivables ledger to ensure that all payments by cash, cheques, credit cards and wire transfer are posted in the system according to the bank statement on daily basis
· Merchant and Amex settlements reconciliation posted in Opera as per the bank statement on daily basis
· Ensure that statement of accounts and the payment follow up are done on timely basis
· Monitoring credit and pay master payments are followed up within the time frame.

· Maintaining ageing to be below 5% at all times
· Reconcile accounts receivable trial balances with the general ledger account every month and ensure accurate ageing

· Coordinate with Sales, Reservations and Front office regarding any discrepancies
· Review high balance report on daily basis and take corrective actions
· Conduct credit meeting once in two months and follow up on action points
·    Reconciliation done on credit card, F & B micros & opera transactions

·    Updating Daily Revenue Reports to the Department Heads, Owner’s office & Corporate Area Office on daily basis
· Preparing food cost reports on daily basis from FMC software for F & B cost control
·   Adept at handling day-to-day activities in co-ordination with internal/external departments for smooth business operations.
Overall 
· Taking control of the situation in absence of the Finance Manager or any members in the team.
· Payroll

Payroll is an important part of a company’s process where employees are paid accurately on time. 

·    Preparing and submitting Payroll for employees both in Excel & HITS software
·    Maintaining confidential employees payroll files, employees attendance data, Loss of pay,   sick leave, vacation application, time shift records, over time calculations, New joiners, Leavers, Gratuity, addition, deductions, incentives, employees personal bank accounts details with IBAN numbers, executives allowances for process payroll
·    Preparing WPS SIF file & NONWPS for the labour & Immigration visa holders
·    Arranging employees vacation pay and full & final settlements are done on time
·    Analysis of monthly payroll and expenses variance reported with explanation.
·    Updating payroll journal to appropriate credits & debits in employee accounts.
· General Cashier

·    Verifying and counting cash and foreign currencies from the cashiers on a daily basis and reconcile with the Income Auditor’s report, preparing General Cashier’s daily report 

·    Maintaining cashier discrepancies for investigation and follow up
·    In charge of depositing the cash, cheques in the bank on a daily basis
·    Preparing wire transfer for all foreign and local payments
·    Monitoring and control over IOU and advances
·    Handling Petty cash payments, reports and cash counts on a daily basis and keeping all the vouchers for reimbursements and submit it to the Finance Manager 

·    Cash float is maintained and spot check has been done monthly twice and in between any days if necessary.

REPORTING TO THE FINANCE MANAGER OF THE HOTEL.

Sun Shine Tourism – Temporary                                                  Aug  2012 – Feb  2013      
Worked with Chinese Management. 
· Handled daily cash collections from tour operators in local & foreign currencies, exchange done and cheques collected are deposited in Bank on time 

· Handled Bank balances on day to day basic and allocating funds for suppliers
· Handled Invoices for payments, prepared manual cheques for travel & Hotel bookings and taken care of payroll and Preparing incentives for the tour operators

· Handled petty cash and the stationary record maintenance
· Conducting appraisals & performance reviews, providing feedback for improvements and implementing staff welfare policies with key focus on enhancing employee motivation.
· REPORTED TO THE GENERAL MANAGER OF THE COMPANY
Sumitomo Mitsui Banking Corporation ( DIFC)                            June 2012 – July 2012      

Worked under Japanese Management. ( Temporary )
Handled Invoices & Payments (Local & Foreign), preparing manual cheques
for suppliers, travel bookings, updating new supplier codes, prepared June & July 2012 budgeting. 

PROFESSIONAL ENGAGEMENT  
	Company
	Designation
	Duration

	Movenpick Hotel Apartments Al Mamzar, Dubai
	Senior Credit Supervisor / Paymaster
	Jan 2015 – Till Date

	Movenpick Hotel Apartments Al Mamzar, Dubai
	General Cashier/Payroll Officer
	Feb  2013 - Dec 2014

	Sun Shine Tourism, Deira, Dubai 
	General cashier/ Accounts Payable.
	Aug  2012–Feb  2013

	Sumitomo Mitsui Banking Corporation

(DIFC), Dubai 
	Temporary

	June  2012–July  2012

	D&A Events, Chennai, India


	Senior Finance Officer
	Feb 2004 - Mar 2009

	Sterling Holiday Resorts, Chennai, India


	Senior Executive
	April 2001– May 2002

	Associated Business Credit Limited, Salem, India
	Manager-  Admin & Deposits
	Sep1996 – Mar 2001


COMPUTER SKILL
         
	Platform:
	Windows 98/ Windows XP

	Packages 
	MS Office, Outlook

	Software
	Payroll in HITS software

	
	Accounts Receivable & Income Auditing  in Opera, Micros System, 


EDUCATION SUMMARY
· 2003 - 2005: MBA (Finance) – Bharathidasan  University – First Class
· 1986 - 1989: BSc (Physics) – University of Madras – Second Class 

· Diploma Certification from National Institute of Import and Export Management

D&A Events
 

                            

  
           Feb 2004 – March 2009 
D&A EVENTS is an Event Management company that has executed successful and value driven events across India.
Senior Finance Officer : Responsibilities
· Maintaining and Managing Finance for cost effective budgets for the Event activities, Media planning.
· Assisting and contract negotiations with customers and suppliers. Examining/finalizing contracts of the vendor depending on their performance and budget. 

· Arranging the Event site, booking of volunteers, travel, hotel bookings for the clients, collections, payments and arranging all event preparation.
· Bank Balances & Bank reconciliation is done on daily basis and the receipts and vouchers are maintained properly and handed over to the internal auditors on monthly basis.
· REPORTED TO THE MANAGING PARTNER OF THE COMPANY.
STERLING HOLIDAY RESORTS 


               
                April 2001 - May 2002
Sterling Holiday Resorts is incorporated in 1985 and  its focus on marketing operations by organizing the timeshares & hotel sales to ensure undivided focus & maintaining ten holiday Hill station Resorts in India.
Senior Executive – Zonal Accounts  : Responsibilities

· Zonal accounts in charge of Branches all over India, worked in Corporate Office.
· Follows ups of marketing team’s performance zonal wise reports on daily basis through e-mail to find selecting toppers every week to crown them by encouraging to bring more timeshares business to the company.

· Authorize and organize the establishment of major departments & maintain financial and administrative controls by coordinating the work between different regions, divisions or departments.

· Submission of daily performance report of 23 branches and the Monthly MIS report to Vice – President of the company. 

· REPORTED AND SUBMISSION OF THE MONTHLY PERFORMANCE REPORTS OF ALL BRANCHES TO THE PRESIDENT OF THE COMPANY. 

ASSOCIATED BUSINESS CREDITS LIMITED

            

   1996 - 2001
Associated Business Credits Limited is a Non- Banking Finance Company at Chennai (Administrative Office) and Salem (Corporate and the Registered Office) with branches in Tamil Nadu, Karnataka and Pondicherry.

Manager – Deposits & Admin





           1998 - 2001

Assistant Manager







           1997 – 1998
Senior Executive







           1996 – 1997
Responsibilities

·    Maintenance of cash book, Bank book, petty cash, expenses records, filings, receipts and
payments Bank Reconciliations on daily basis. 

·    Handled Branches daily correspondence and follow ups of requirements, inwards and outwards record maintenance.
·    Customer Relation officer & Interaction with the depositors for convincing about various Deposit schemes and having excellent relationship with the existing customers and promoting new depositors. Interest payments are taken care on timely manner.
·    Administering deposits, coordinating with marketing team, general Administration activities, monitoring depositors monthly interest payouts on time both by the way of cheque and cash payments.
·    Handle proper documentation of hire purchase loan against vehicles and loan against deposits, follow ups of collections on or before due date.

·    Responsible for the collection of over dues & graphing the monthly status of Hire Purchase. 
·    Submission of Weekly reports and overall Monthly performance reports of the Branches and sending the circular guided by the Company's Chairman cum Managing Director.
·    Submission of MIS reports of Company's Inflow and Outflow chart every month for the Board of Director's meet and the Monthly Branch Manager's Meet.
·    Arrangement for various Mobilization campaign and yearly depositors meet. 
· REPORTED TO THE CHAIRMAN CUM MANAGING DIRECTOR OF THE COMPANY.
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