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CAREER OBJECTIVE:
      To pursue a challenging and audacious career in your organization that provides me an opportunity to utilize my skills and knowledge to become an eminent professional with excellent analytical and functional ability.
CAREER SNAP SHOT:
· ASSISTANT MANAGER – Sharjah Plaza Hotel, Sharjah, UAE (June 2017 to September 2017)
· Frond Desk Manager – Oriental Towers, Thanjavur , India (Nov 2015 to Aprl 2017)
· ASSISTANT MANAGER (SPASS) – Hubers Pvt. Ltd., Singapore (August 2013 to September 2015) 
· SUPERVISOR (SPASS) - Arron F&B Enterprises Pvt. Ltd., Singapore (June 2011 to June 2013)
· SUPERVISOR –     Hotel Gokulam, Chennai, India (January 2010 to May 2011)

· RECEPTIONIST – Temple Tower Pvt. Ltd., Thanjavur, India (July 2008 to January 2010)

PROVEN CAREER ROLE
Hotel  Administration 
· Perform day to day financial transactions including verifying, classifying, computing, posting and recording accounts receivable data.
· Prepare Daily Financial Reports
· Receive weekly bank statement and confirm customer bank transfer and  through remittance advice and email.   
· Prepare bills, invoices and bank deposits.
· Prepare Weekly Employee Schedules.
· Prepare receipt voucher and monitored and follow up the customers for overdue payment.
· Established Long-Term Relationships with Corporate Clienents
· Prepare sales report to match with sales module.

· Worked with marketing team on efforts to increase Guest bokings.
· Prepare collection report to match with receipt module.

· Supervised hotel staff and worked to resolve staff issues. 

· Oversaw hotel staff performance and assisted with the preparation of staff assesments.
· Generate outstanding balance statements and reports detailing accounts receivable status. 

· Maintained inventories of hotel supplies and prepared purchase order.
· To match and reconcile with billing department data base.

· Prepare and balancing outstanding report with billing outstanding.

· Maintain accounts receivable customer files and records.

· Investigate and resolve customer queries.

· Communicate with customers via email.
· Assist with month-end closing.
· Keep record and prepare Cheque payment. 

· Receive real estate Cheque, prepare receipt, keep record and enter the system.

· Keep record for PDC and deposit in bank.

· Prepare lease agreement with tenant for new contract.
· Prepare receivable report on quarterly basis.    

· Prepare Health Insurance card application, correction and cancellation for all staffs.

· Daily Payment voucher checking.

Sales and Assistant Admin 
· Preparing financial reports on a daily basis.

· Prepare receipt voucher and follow up with the customers for unpaid invoices.

· Prepare day to day bank transactions & day to day cash transactions reports.

· Entering and checking of payment and receipt vouchers.

· Prepare regular reports and summaries of accounting activities.

· Maintained Daybook and register.

· Reporting fund position at the end of the day.

· Control petty cash.

· Check weekly Bank Reconciliation Statements of all bank accounts maintained; resolve any differences in a timely manner.

· Salary statement preparation and making salary payment by bank transfer and cash.

· Credit control and collection of accounts payables and receivables.

· Prepare time schedule for workers.

· Cash collection, deposit the Cheque and cash in bank.

· Ensuring day to day activities of all departments.

· Arranging weekly meetings with all departments.

· Resolve problem by coordinating preparation of reports, analyzing and identifying solution.

· Contributes to team effort by accomplishing related results as needed.   
· Offer suggestions on improving the accounting system if required.
Customer Desk
· Maintained high level of customer interaction.

· Answering queries from customers.

· Prepare financial report on a daily basis.
· Clear day to day financial transactions.

· Give order for required inventory.

· Balancing cash registers with receipts.
· Dealing with customer refunds.
· Responsible dealing with customer complaints.
· Receiving and storing the delivery of large amounts of stock.

· Stock control and management.
· Responsible for processing cash and card payments.
· Prepare day to day cash transactions reports.

· Keep customer facing and communication.

EDUCATIONAL QUALIFICATION:
· Diploma in Hotel Management & Catering Technology in Oriental Institute 2004 – 2007 Thanjavur.

· Finished SSLC in A.E.S. High School, Mannargudi. April. 2004.
PERSONAL STRENGTH:
· Hardworking with positive approach towards the target on hand.
· Good leadership skill and ability to work as a team.

· Ability to work under pressure.

· Patience, Optimistic, Industrious, Quick Learning.

· Energetic and capable of working independently and a good deal of autonomy.

ACHIEVEMENTS:
· Demonstrates ability to work as a team.
· Management level appreciation for the accuracy and quality.
· Gained working knowledge in Administration and Accounts.
· Goal oriented working to accomplish the assigned tasks on time.
COMPUTER PROFICIENCY
· MS Office Tools (Word, Excel, Power Point) 
· Tally ,Opera
PERSONAL PROFILE
Dob 
-10th Oct 1988
Gender 
- Male
Marital Status
- Single
Nationality 
- Indian
Language Known 
- English, Tamil and Malayalam
Visa status 
- Visit Visa
                                                           - validity (27/Dec/2017)
DECLARATION:
I hereby declare that the above mentioned details are true and correct to the best of my knowledge and belief. I assure you that I will do the best with the satisfaction of my superiors.

Place: Dubai                                                                                                      SAKTHIVEL          
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SAKTHIVEL  


Dubai, UAE


E-mail: � HYPERLINK "mailto:sakthivel.375079@2freemai.com" �sakthivel.375079@2freemai.com� 








