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Curriculum Vitae
E-mail: ajith.368183@2freemail.com
Name 


:
Ajith
Date of Birth
 
:
 30th May 1974

Sex


:
Male

Nationality 

:
Indian

Educational

: 
III Year Degree Course (Bachelor of Commerce)
1992 –1995 (Mahatma Gandhi University)

01 Year Diploma in Computer
1995 – 1996 (L.C.C.)

Accounting for Hostility Managers – American Hotel & Lodging Educational Institution (2009)

Computer Proficiency
:
Ms Office, Fidelio, Opera, Sun Financial, Tally, ERP
Work Experience:
1. Presently working as Accountant at Virtus Trading LLC since February 2012

Virtus Trading is dealing with supply of medical equipment to the hospitals all over U.A.E

Nature of work:

· Month end reconciliation of accounts.

· Follow up with companies with regards to payment

· To visit clients directly in case of any disputes

· Compile the monetary transactions of the organization and make entries in general ledger.

· Preparation of Trial Balance, Balance Sheet and P & L Account.

· Bank Reconciliations, Debtor & Creditors reconciliations.

· Dealing with Cash, Petty cash with all company daily transactions, journal, and ledger.

· Checking Statement of Accounts for suppliers and Making Cheque.

· Handling with Letter of Credit, Debit and preparation of bill of exchange and Bank guarantee.

· Coordinate the office admin works on day to day basis.

2. Worked as Assistant Credit Manager at Fujairah Rotana Resort & Spa from 02.08.09 till date till October 2011
Fujairah Rotana Resort & Spa is a 5 star Resort with 250 rooms, 08 F&B outlets 

Nature of work:

· Liaising with new customers applying for Credit.

· Follow up with companies with regards to payment.

· Reviewing the daily invoices sent to companies.

· Maintaining the Credit limits for companies on Credit.

· Month end reconciliation of accounts.

· Ageing report review & Credit Meeting

· Review Banquet Contracts and Event Orders


· Refund handling

· Frequently reviewing credit terms with companies.

· Liaising with the sales department in regards to Credit for companies.

· To visit clients directly incase of any disputes

3.
Worked as Credit Officer in Al Bustan Rotana Hotel from August 2007 till July 2009

Al Bustan Rotana Hotel is a 5 Star deluxe hotel with 275 luxurious rooms

& 09 Food and Beverage outlets located in Dubai - United Arab Emirates

Nature of work

· Follow up with companies with regards to payment.

· Reviewing the daily invoices sent to companies.

· Maintaining the Credit limits for companies on Credit.

· Liaising with new customers applying for Credit.

· Month end reconciliation of accounts.

· Frequently reviewing credit terms with companies.

· Liaising with the sales department in regards to Credit for companies.

4. 
Worked as Accounts Receivable from May 2004 – July 2007
In Al Bustan Rotana Hotel – Dubai UAE.

Nature of  work

· Working in Sun Systems accounts receivable package

· Checking all the city ledger transactions for the day.

· Invoicing bills to the companies.

· Checking Credit cards postings, payments and calculating commission.

· Posting payments of the day.

· Follow up on payments on behalf of the Credit manager.

5.   Worked as Restaurant Auditor reliever from November 2003 – April 2004           
In Al Bustan Rotana Hotel – Dubai UAE.

Nature of work

· Working in Fidelio - Micros systems.

· Auditing the restaurant transactions.

· Checking all the restaurant checks of 9 different outlets, including banquets, laundry & Recreation.

· Preparing the Entertainment and complimentary summaries.

· Preparing the Daily Revenue reports for Restaurants.

· Reporting to the Financial Controller.

6.   Worked as Outlet cashier from August 2003 – November 2003
In Al Bustan Rotana Hotel – Dubai UAE.

Nature of work

· Working in Micros systems.

· Handling the restaurant transactions, during normal days & special Theme nights.

· Handling cash bars at special banquet functions.

· Reporting to the Income Auditor.

7. Worked in Maliyekal Stock Exchange one of the Terminal of BSE (Bombay Stock Exchange in Kerala) 
Nature of work :

· Handling books of accounts
· Buying and selling of Shares through online terminal

· Interacting with the clients.

Skills :

· Complete knowledge of Fidelio – Micros systems.

· Working in Sun Microsystems at the back office.

· Handling system problems during the night.

· Self-initiative in carrying out responsibilities in the accounts department.

· Patience in learning new jobs and handling responsibilities.

· Leadership and motivation to the staff

Languages Known

:
English, Hindi & Malayalam (Read, write and Speak well) 

(Ajith)
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