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FAROOZ 


FAROOZ.371358@2freemail.com 
CAREER OBJECTIVE: 
To secure a rewarding and challenging position in a prestigious organization relative to my work experience and educational qualification specified in this resume, which will effectively utilize my skills, abilities, experience and knowledge to provide mutual growth and enhancement.
PROFILE:
· 4+years of experience in Accounts Department.
· Professionally qualified with Master in Business Administration (MBA Finance )
· Proficient in MS Office Applications & basic skills in LAN Network, Internet and Email  (Micro Soft  Navision, Gulf HR ,Time Soft ,FMC )

· Well experienced in providing customer service & support to clients and handle general administrative tasks.

· Independent, self-motivated, able to take responsibilities & work well under pressure.

· A good team player with demonstrated ability to learn quickly & apply the same effectively.

· Highly resourceful, with an ability to organize and prioritize multiple tasks.

· Excellent communication & interpersonal skills.

· Ability to establish a strong collaborative relationship with individuals and across the organizations.

· Effective verbal and written communication skills (English and Urdu) with the ability to present
· Ideas clearly and concisely.
EXPERIENCE HISTORY:   
                           01. Habtoor Hospitality Al Habtoor City (La Perle & Atrium Finance (pre-Opening)

Working As a “Account Payable Supervisor & Assistant Accountant” From 28th Nov’2016    to   Present 

Duties and Responsibilities
· Prepare supplier's age analysis at the closing of the month.
· Reconcile purchase orders against invoices 

· Passing JV in Back office (Accrual /Store Issue /Intercompany)
· Check & Reconciliation Cash Receipt & Cash payment & posting
· Daily Banking &  Up dated Bank balance 
· Check & posting Petty Cash General cashier IOU
· Assist to Assistant Financial Controller Daily Operation & monthly Closing
· Making Monthly profit & Loss Report 
2. Carlton palace Hotel.    

A Five star Hotel having 212 rooms & 4 outlets. Working As a “Payable Accountant” From 01st Jan   2015 to 24 Nov’2016
Duties and Responsibilities
· Prepare supplier's age analysis at the closing of the month.
· Reconcile accounts on a timely basis and send for review to the Financial .Controller.

· Maintain proper filing and adhere to the record retention report

· compile and maintain accounts payable files 

· Reconcile purchase orders against invoices 

· prepare and process payments  cheques within the designated credit terms
· perform related duties and special project as assigned.

· Checking all the invoices – Food, Kitchen, General, Engineering
· Direct Invoices.Posting manually to the system   Microsoft Dynamic Nivision

· Keeping manually record for all the cheques made

· Posting and applying the payment

· Research discrepancies or differences between hotel invoices

· Create all backup documentation for invoice payment

· Record processing activity on each invoice for control /audit purposes

· Prepare Pending Gate Pass & Pending LPO List.

· Making FA Additions & Deletions Report.
3 .Metropolitan Hotel Deira-Dubai.    

Owned & Operated by Al Habtoor Group. A Four Star Deluxe Hotel, having 135 rooms & 5 outlets. Working As a “Storekeeper” From 01st AUG   2014 to 31th December 2014
Duties and Responsibilities

· Responsible for handling of Food/ Beverage, Printing/stationery, General and Engineering Stores. 
· Responsible for all items receiving, physical inspection and co-ordination with Receiving in charge.
·  Responsible for maintaining par stock in stores. 
· Preparing purchase request according to stock demand. Always keeping sharp eye on critical items availability/re ordering. Preparation of slow/non moving/near to expiry items list.
· Physical inspection of all stores received and storing it according to FIFO method.
· Verification of stock received, checking of prices, count and tallying with LPO.
· Proper follow up of HACCP guidelines while receiving/storing/issuing food items.
· Checking of all invoices posted by Receiving Clerk.
· Responsible for issuing stores to all outlets according to their requisition and same time posting in the system. Daily preparation of transfer out report and forwarding to F&B Controller for food cost.
· Maintaining food store cleaning monitoring record report.
· Month end inventory of Food, Beverages, Tobacco, printing, stationery and General stores and preparation of report for FC information.
· Booking of month end closing report of all stores & creation of new inventory templates   
4. Metropolitan Hotel Deira-Dubai.    

                       Owned & Operated by Al Habtoor Group. A Four Star Deluxe Hotel, having 135 rooms & 5 outlets.Working As a  “General Cashier cum Pay Master” From 03rd July 2012 to 31.July.2014
Duties and Responsibilities

· Record and reconcile all cash deposited in drop box by cashiers.

· Count and verify cash in cashier envelopes.

· Prepare bank deposit slips for security escort service.

· Prepare daily House Bank Statement.

· Prepare General Cashier’s Daily report.
· Making CRV, CPV, Cash Daily statement.

· CRV, CPV, posting &tallying in General ledger.
· Issue floats to cashiers as authorized, keep relevant records and monitor overall float position.

· Prepare monthly petty cash report for reimbursement.
· Posting monthly petty cash & IOU in General ledger.
· Handle all foreign exchange receipts for banking.

· Maintain a record of cashier discrepancies for investigation and follow up.

· Monitor foreign rates daily to ensure that the hotels rates are appropriate.

· Assist with distribution of month end reports as directed by accountant.

· Collection of attendance/ collation of attendance.

· Scrutinizing the received attendance.

· Preparing Monthly Payroll

· Net pay has to request for bank transfers/Cheque.

· Arriving the salary structure for New Joiners.

· Full & Final   to be done for resigned employees.

· Making Leave settlement for staff 

· Checking Monthly payroll .Preparing the JV for Air Ticket Provision, Leave Provision, and Indemnity Provision.
5.     Two Years Work experience as Assistant Accountant at Z.H Micro tech (pvt) limited Iqbal road Rawalpindi Pakistan (2009-2010)

Duties and Responsibilities

· Check debit and credit notes to customer

· Preparation and rising of invoice to customer
· Maintain accurate record of financial activates
· Help with daily company daily deposit and cash and credit transactions
Employee of the month Award
Best employee of the month Award & outstanding   contribution   May 2014
EDUCATIONAL QUALIFICATIONS:
MBA National University of Modern Languages Islamabad in (2010)
· Management

· Finance

B .com        (Punjab University in 2007)
