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Objectives:

Take up a Challenging position with a progressive company that will allow best use of my professional and management skills and give me an opportunity to play an active role in success and growth of the company.

Strengths
:


a highly motivated and creative professional


able to work under pressure in fast paced and time sensitive environments


proactive in learning and applying new technologies related

ability to work in large teams
Areas of expertise include:


planning and developing new strategies


client relations

analytical ability


trust building

· attention to detail and accuracy

· planning and organizing

· strategic thinking

· strong communication skills

· information and task monitoring 

· problem identification and analysis 

· judgment and problem-solving 

· supervisory skills

· teamwork

· stress tolerance

Educational Qualifications:

I have passed B.B.A. examination from South Gujarat University, Gujarat, India in the year 2002 with specialization in finance with aggregate percentage of 66. 


I have passed H.S.C. examination from GSEB Board, Gujarat, India in the year 1999 in commerce stream with aggregate percentage of 76.

Company:
Hotel Apartments, Hotel Apartments & Real Estate LLC (HAS Group of Companies)  
Location:
Dubai, U.A.E. 

Duration:      Nov’2008 to May’2014
Worked: 
5 Years & 7 Months 

Designation: Senior Accountant 
Accounting Software: IDS & Prologic for Hospitality division & 
                     Poweraccs for real estate division
Duties & Responsibilities: 

· compile and analyze financial information to prepare financial statements       including monthly and annual accounts

· ensure financial records are maintained in compliance with accepted policies and procedures

· make certain all financial reporting deadlines are met

· prepare financial management reports 

· ensure accurate and timely monthly, quarterly and year end close processes

· establish and monitor the implementation and maintenance of accounting control procedures

· resolve accounting discrepancies and irregularities

· continuous management and support of budget and forecast activities

· monitor and support taxation requirements

· develop and maintain financial databases

· prepare for financial audit and coordinate the audit process

· oversee accurate and appropriate recording and analysis of revenues and expenses

· evaluate and advise on business operations including revenue and expenditure trends, financial commitments and future revenues

· collect and analyze financial information to recommend or develop efficient use of resources and procedures, provide strategic recommendations and maintain solutions to business and financial problems

· ensure compliance with relevant laws and regulations and integrity of financial data

Company:
Al Kananah Nov. & Gifts LLC. (Wholesale division of                        Gold, Diamond & Silver Jewellery)
Location:
 Dubai, U.A.E. 

Worked: 
 3 years & 3 Months 

Duration:       May’2005 to July’2008
Designation:  Accountant 
Accounting Software: Profit Accounting
Duties & Responsibilities: 
· analyze business operations, trends, costs, revenues, financial commitments and obligations

· establish table of accounts & assign entries to proper accounts 
· prepare journal entries
· verify & reconcile contracts, orders & vouchers and prepare reports to substantiate individual transactions prior to settlement 

· monitor compliance with generally accepted accounting principles and company procedures 

· reviews, investigates, and correct errors and inconsistencies in financial entries, documents, and reports 

· provide advice and assistance and early warning of such problems as cost over-runs, excessive charges, and potential penalties. 
· analyze daily banking transaction

· reconcile sub ledger accounts 

· reconcile related party accounts 
· complete general ledger operations

· monthly closings and preparation of monthly financial statements

· reconcile and maintain balance sheet accounts

· draw up monthly financial reports

· prepare analysis of accounts as requested

· accounts receivable and accounts payable
· prepare tax computations and returns

· develop, maintain and analyze budgets, preparing periodic reports that compare budgeted costs to actual costs
· payroll reconciliation & payroll processing
· monitor and resolve bank issues including fee anomalies and check differences

· account/bank reconciliations

· review and process expense reports
· implementing and maintaining internal financial controls and procedures
· conducting audit & submitting audited reports to the Managing Director
WORK EXPERIENCE: 

Company:
 Fortune Hotel Galaxy 
Location:
 Vapi, Gujarat, India
Duration:       Dec’2004 to Apr’2005
Designation:  Hotel Financial Accountant 
Accounting Software: IDS (Intellect Data Systems)
Duties & Responsibilities:  

ensure the hotel fund are deposited & transferred to the Bank on time


auditing of all entries posted at FO 


preparation & submission of fund flow statement


handling of Accounts Payable 


handling of Accounts Receivable 

· handing of Store/Purchase/Inventory Module 

· handling of all GL accounts 


finalizing the hotel account


monthly submission of reports for department / outlet wise costing including    F & B.

· develop, maintain and analyze budgets, preparing periodic reports that compare budgeted costs to actual costs

handles the payroll preparation 

prepare monthly MIS reports for the management


undertaking other administrative duties as delegated by the management


greeting and meeting important clients who may from time to time visit the hotels premises and the management

conducting audit of financial data 
WORK EXPERIENCE: 

Company:
 M. J. Polymers (Authorised Dealer of Reliance & IPCL)  

Location:
 Vapi, Gujarat, India
Duration:       Nov’2002 to Nov’2004 

Designation:  Accounting Clerk 
Accounting Software: Tata Consultancy Accounting 
Duties & Responsibilities: 

· prepare and submit customer invoices

· code, post and receipt payments

· prepare and coordinate deposit activities

· perform all necessary account, bank and other reconciliations

· monitor customer accounts for non payment and delayed payment

· check, verify and process invoices

· prepare payments for signature

· sort, code and enter accounts payable data

· analyze discrepancies and unpaid invoices

· maintain vendor files

· collect, confirm and process timesheets and overtime

· verify taxes and other deductions

· prepare and distribute payroll checks

· track employee vacation and sick time

· update, verify and maintain accounting journals and ledgers and other financial records

· assist in month end reporting procedures

· find and use accounting data to resolve accounting problems and discrepancies

· track and audit petty cash

· assist with employee expense reports

· perform filing and general administrative tasks

· liaise with other departments/customers/vendors

WORK EXPERIENCE: 

Company:
H.V. Motors (Authorised Dealer of General Motors)

Location:
Vapi, Gujarat, India
Duration:      May’2002 to Oct’2002 

Designation: Assistant Accountant 
Duties & Responsibilities: 


cashiering  


maintaining petty cash register 

all accounting entries  


follow up of clients outstanding statement of account 


stock keeping 

other administrative work 

COMPUTER LITERACY


well versed in MS Office 2000 (Word, Excel, PowerPoint) 


worked under accounting package Wish, Prologic, IDS, Profit Accounting, Poweraccs, Tally 7.2 & Tally ERP 9. 
LANGUAGE PROFICIENCY


english


hindi


gujarati 

PERSONAL TRAITS


highly motivated and self learner


determined & confident


well organized 
PERSONAL DETAILS 

Date of Birth

: 27th March 1982

Issued At

: India
Marital Status

: Married
Visa Status

: Visit 


