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	   Objective

 I am seeking a challenging job role to utilize my skills and abilities, ensuring both internal and external             customer satisfaction to ensure profitability for the organization, which offers a professional growth while being resourceful, innovative and flexible.

   Personal Attributes

· Professional & Responsible

· Presentation and leadership skills

· Time Management & Teamwork.

· Good Communication skills.

· Self – Motivated & Resourceful

· Flexible Attitude & Strong Problem Solver.

         Present & Past Job Experience

Al Dar Al Arabia Real Estate & Construction –{Oct-2015-Present}

Software-Mpower properties & Finance management system
Accounts &  Real Estate Sales Agent
· Annual property tax invoicing for tenants.

· Preparing Monthly Bank Reconciliations/bank clearing process including following up tenant return cheques /Cash flow
· Monitoring cash positions and anticipate future cash deficiencies on a monthly basis.
·  Analysis of various real estate projects related to Expenditure etc.
· Calculating tenant expense billing.
· Prepare Budget for the company as per management schedule.
· Preparing and reviewing monthly journal entries.
· Interacting with the Bank for all foreign remittance and salary transfers.
· Maintaining records of staff medical claims/staff loans.
· Maintaining – Monthly/Yearly settlements of employees.
· Resolving queries of tenants regarding maintenance issues as required.
· Reporting to the Management related to tenants statements.
· Termination after checking the document.

· Review of expenses and income and perform a variance analysis.
· Coordinate with clients to determine what kinds of properties they are seeking.

· Coordinate appointments to show homes to prospective buyers.

· Arrange meetings between buyers and sellers when details of transactions need to be negotiated.
·  Visit properties to assess them before showing them to clients.
Apart of this handling accounts of Samara Hotel (Muscat) &  Samaher Hotel (Sohar)

Samara Hotel, Muscat { Sept-2010 till Oct-2015 }

       Accounts Incharge 

· Review the city ledger folios with supporting documents such as LPOs etc.

· Send the Original invoices with supporting documents to the customer and filing the same.

· Checking Accounts Receivable on a daily basis, transferring the same to ledger with Folios, taking care of Supporting bills and Purchase orders and updating at the same time.

· Prepare a worksheet showing payment and direct bill status on all upcoming group.

·  Preparing customer invoices and dispatching the same.

·  Post all receipts/payments in A/R & A/P system.

· Perform collection efforts including communicating both electronically and through telecommunications.
· Manage the weekly cheque run & maintaining records for the same.
· Taking care of Cash Deposits, Bank Deposits, and Currency Conversion.

· Preparing Bank Reconciliation, Profit & Loss and MIS.
· Preparing manual cheques as and when required.
· Taking care Visa/Master/Amex credit card transactions.

· Employee Settlement Care - Their Annual or Emergency Leave and Final Settlement.
· List all vendor cheques in the log book.

· Maintain general ledgers.

· Preparing Daily Revenue Report.
· Taking care daily invoices and posts them on the system and then forward the same to audit department for further process.

· Timely forwarding of bills to the parties/company/ministries and liaison with the customers for any hotel bills clarifications.

· Weekly preparation of sundry debtor’s outstanding statement and following for the same with credit department.

· Taking care of Municipal/Tourism Tax on monthly basis.

Safeer Hotel & Tourism ,Muscat {May 2008 till August 2010 } 
        Accountant

· Preparing Revenue Report on a daily basis.

· Timely forwarding of bills to the parties/company/ministries and liaison with the customers for any hotel bills clarifications.

· Handling of Municipal/Tourism Tax on a monthly basis.

· Taking care of invoices and then forward the same to audit department for further process.

· Weekly preparation of sundry debtor’s outstanding statement and following up for the same with credit department.

· Preparing bank reconciliation/profit & loss statement.
· Taking care of Cash/Bank Deposits and Currency Conversion.

· Taking care of Full & Final Employee Settlement. 
 
Granada Services Pvt Ltd, Delhi, India.,{ March 2003 – April 2008 }
Team-Coordinator 

· Preparing daily MIS for process. 

· Preparing Bank Reconciliation.

· Creating Manual Macros to finish the work fast.

· Processing Easy pay and Easy cash related issues.

· Processing Credit Card Payment related issues

· Processing Credit Balance refund related issues.

· Solving Account closed but not zeroised related issues.

· Solving Life time fee related issues.

· Processing Insurance related issues like Safety Net, ICICI Lombard etc.

· Processing any non-financial basic data maintenance issues like address                                                                                                                                                                                                                                                                                                                                                                                                                                       change, reissue, replacement etc.

· Processing any reward redemption related issues.

· Solving any marketing offer fulfilment related issues like Holiday/Reebok Vouchers.

Upkar International Pvt Ltd,Delhi,India { August-2000 till Feb-2003}
          Accounts Assistant 

· Managing petty cash transactions. 

· Taking care cash/cheque deposit.

· Calculating and checking to make sure payments, amounts and records are correct.

· Sorting out incoming and outgoing daily post and answering any queries.
         Career Achievements        

· I got an award from Granada Services Pvt Ltd in 2005 on the basis of my performance i.e. “fastest in Vision Plus(Computer Skills)”.

· I have won three gold medals in I-olympics 2005,2006 and 2007 in cricket, and also in football,200 meter race and 400 relay respectively (2005 & 2006), organized by Granada Services Pvt Ltd.

        Educational Qualification
· University of Kurukshetra, India. 
B.Com, Bachelor of commerce 1999
Major in Finance/Tax/Economics

· Board of Haryana, India.
12th, Intermediate, 1996 
Emphasis in Finance 
Professional Qualification
· Tally Certificate  Course – Tally Financial Accounting Program from Tally Academy,Noida.
· Diploma in Application Development & Web Designing from Software Technology Group Intl. Ltd.
· Certificate Course in Visual Basic Distributed & RDBMS  from APTECH Computer Education.
Other Skills
                   Excel (VLOOKUP, HLOOKUP), Microsoft Word, PowerPoint, Microsoft Access, and Outlook.    VB,Oracle, and HTML.
      Accounting Software

                  Tally, IDS, Fiesta, Peachtree, MPower properties & Finance management system.
      Languages
      English, Punjabi, Hindi , little Arabic 

      Interests                                                                              

   Soccer, Net Surfing, Travelling, Cooking, Cricket. 

     References
        Can be provided on request.

	     Other Details

                     Issue & expiry date      11/01/2016 & 10/01/2026

                     Place                             Muscat
                     Blood Group
        O+

                     Have Omani valid driving license

                                                                                                                                       Kirti

	


