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   MOHAMMED JAVED ANSARI             
      E-Mail: javedansari0888@gmail.com                                  
      SKYPE ID: mohd.javed10                                                    
     Present Address: Near Al Satwa Bus Stop, Al Bada’a City, Dubai, UAE.       


CAREER OBJECTIVE:
Looking forward for a challenging, responsible and a long term career oriented employment in a reputed organization preferably into “Finance & Accounts/Auditing” where I can enhance my core skills, expertise & add value to myself as well as the organization which will lead to accomplishment of job satisfaction, self development and help me to achieve personal as well as organizational goals/ objectives.
PROFESSIONAL PROFILE:

M.B.A in Finance (Major) and Marketing (Minor) (Dual specialization) with overall 4 years of experience in the field of Finance & Accounts. In brief explanation, 6 months of experience as an Accounts Analyst in Accounts Payable Process and 1.5 years of experience as a Night Auditor in Auditing Process, and since last 2 years performing as a Night Auditor+ Income Auditor with Bakkah ARAC Hotel (Five Star) (Holly MAKKAH-KSA).
SKILLS SUMMARY:
· Positive attitude and result oriented.

· Adaptability and quick learning capability.

·  Always looking towards task completion within assigned time.

· Do agree to work Hard whenever it required.
· Possess strong problem resolution skills.

· Computer literate; good knowledge of MS Office – Word, Excel, Power Point, Outlook, Internet & excellent grab over Opera (PMS), Micros Sun System, Data Plus and Fidelio Front Office etc.
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JOB PROFILE:
BAKKAH ARAC Hotel: (HOLLY MAKKAH, KSA)
(Five Star Hotel, A group of Arab Resort Area Company)  
Position: Night Auditor and Income Auditor                                                                                    
Duration:  (Dec. 2012 – 19th Dec. 2014)
Hotel SOHI RESIDENCY (Karol Bagh, New Delhi, INDIA)                                                   [image: image3.jpg]>
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High performance. Delivered.



       
Position: Night Auditor                                                                                                          
Duration:  (Feb. 2011 – Oct. 2012)                                                                                   
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ACCENTURE SERVICES: (Noida, New Delhi, INDIA)
(American Based CEVA Logistics Company)                                                              
Position: Accounts Analyst
Duration:  (Jun. 2010 – Dec. 2010)                                                                                   
WORK PROFILE:         
	Position: (Income Auditor)


Roles & Responsibilities:

· Verify Night Audit reports and prepare Daily Revenue Report.
· Prepare DRR Report on daily basis & forward to management & head office.

· Checking daily rebate specially management approval & supporting documents.

· Checking paid out make sure that money has gone to guest by comparing guest.

· Checking correction & Cancellation of the day & if there is any wrong corrections follow up with concern person.

· Prepare Complimentary & House use report which should be approved by General Manager.

· Food & Beverages checks maintain control file (missing check) which manage by Night auditor. If there is any Pending or missing check to follow up with concern outlet.

· Checking micros Void & Corrections which should approved by Food & Beverage manager.

· Checking arrival rate & in house rate. If there any special rate in arrival gets General Manager Approval Which follow up by reservation department.

· Checking house telephone report & if there is any personal call of any employee charge it to his own account

· Posting daily cash journal & Maintain short & over report.

· Checking duty & Entertainment report is there any us authorized check or no.

· Cash spot check Reception & F&B Out let.

· Counting House Fund.

· Checking deposit slip which deposited by General Cashier & it has to be tally with cashier witness shift.

· Get Housekeeping discrepancy report to compare with system & if there is any discrepancy found forward it to financial controller.

· Check day use room charge. Check manual room charge.

	Position: (Night Auditor)


Roles & Responsibilities:

                 Auditing related to Front Desk

· Ensure all column of reservation made in system are matching with the information provided by the Guests. 
· Signature on registration card & Guest Folio with proper Identity Proof.
· Verification of Booking Types i-e Walk in, VIPs, Corporate and special discount.
· Verification of all Room Rates of Guest in House.

· Verification of all changes by the front office cashier in room with proper explanation.
· Verification of all check in, check outs and extension with the time and documents.

· Checking of All Cashiers Closer According to The posting and documents. 
· Pay Master insure all the charges is correct and consult with F/O to close this as soon as possible. 
                 Auditing related to Food & Beverages
· Ensure all the postings in Micros by Food & Beverages Outlets are properly closed either cash or room charge. 

· Checking the Food & Beverage Checks of all outlets (With Sequence.)

· Checking the Mini Bar Checks.
· Ensure Banqueting Revenue is properly posted separately as food & beverage.
· Arranging all the Entertainment, Officers Checks & Executive Meals document and hand over to concern persons.

· Verify and Consult with related outlet If any Voids, Discounts & Rebates are given over checks.   

· Maintain a excel record to control the sequence of Food & Beverage checks every day.

               Auditing related to House Keeping

· Verification of Rooms and House Keeping discrepancies through Opera as well as manual.
· Verification of Out of Order Rooms and it should be approved by property General Manager.

· Checking the Laundry Checks by Room as well as Service Charges.
 Other Auditing

· Business Centre Check Posting by departmental codes.
· Checking the Health Club vouchers.
· Verification of Telephone Extension of Guests Calls, Personal & Business Calls and ensure charges is done.
· Verification of all Refund & Paid outs with the proper documents along with guest signature.

· Staff City Ledger arranging the backup document with proper signature of employee and send to HR to deduct from Salary.
At the End

· Submitting the Rebate, Refund & C/L Vouchers with all supporting document to Financial Controller.
· Issues related to system rate and posting rate if any changes in rates consult with the Financial Controller.

· If any Groups or Individual arrival ensure for contract papers, Room Rate, Packages etc.
· Submitting a daily note of discrepancies along with documents to income auditor as well as Financial Controller.
	Position: (Accounts Analysts)


Roles & Responsibilities:

· Invoice Processing & Query Resolution.
· Processing of Suppliers Invoices in system in order to accurate and timely payment.
· Checking the invoices accurately and be sure all the given rate of amount, quantity of items, expiry, final amount and delivery time has been mentioned correctly.
· Working on In System hold and resolving issues with the buyers and suppliers.
· Reviewing brokered load.
· Handling exceptions of brokered load invoices.
· Taking huddles at regular intervals to control the direction of the team.
· Involved in reporting issues to client, attending conference calls, and sending daily production reports to the client.
· Vendor Reconciliation.
· Vendor weekly payment.
· Weekly/Monthly Process review with the client.
· Cross training to new joiners and process update sharing within the team.
EDUCATIONAL QUALIFICATION
· MBA(Masters of Business Administration) (2008-10)
        Al-Barkaat Institute of Management Studies, Aligarh, U.P. (India)
· Post Graduation-Master of Commerce (2006-08) 

                D.D.U. Gorakhpur University, Gorakhpur, U.P. (India)
· Graduation-Bachelor of Commerce (2003-06)
        D.D.U. Gorakhpur University, Gorakhpur, U.P. (India)
· Intermediate-COMMERCE ( 2001-03)
        M.S.I. Inter College, Gorakhpur, U.P. (India)
· Matriculation-SCIENCE (2000-01)
        M.S.I. Inter College, Gorakhpur, U.P. (India)
ACADEMIC CREDENTIALS:
· Organize the conference on “Global Recession and Indian Economy-imperatives and strategies for Indian Business” held at Al-Barkaat Institute Of Management Studies, Aligarh in 2009. 

· Organize the conference on “Role of Business Schools in Resurgent India” held at Al-Barkaat Institute of Management Studies, Aligarh in 2010.

· Completed my dissertation report on the topic “Role of Entrepreneurship and Financial Institutions in Economic Development of India” in 2010. 
AWARDS:

Awarded as “Employee of the Month” 
For the excellence of work as Night Auditor by Bakkah ARAC Hotel (Makkah KSA) in the month of November 2013. In order to perform the assigned job on timely with more dedication and hard work. I was very thankful to Management for their faith and confidence on me.
TECHNICAL SKILLS:
· Operating System (Windows 7, 2000, XP, Vista)                      
· MS Office (Complete well known)
· Windows Installation
· Networking and Trouble Shooting
· Opera Front Office (PMS)
· Micros Sun System
· Fidelio Front Office
· Data Plus for Hotels
HOBBIES & INTERESTS:
· Reading books, newspapers and sometimes novels.

· Internet surfing and chatting with friends.

· In my free time I enjoy bike riding, playing Cricket, and going to the movies.
PERSONAL PROFILE:
Father’s Name                   :   Late Mohd Asad Ansari

Date of Birth                      :   20th Jan 1987

Marital Status                   :   Single

Gender                                 :   Male

Nationality                         :   Indian

Language known             :   English (Speak, Read, Write), Arabic (Speak, Read, Write), Hindi (Speak, Read, Write), 
                                                    Urdu (Speak, Read, Write), 
Permanent Address: House No.56, Gopalnagar Chowk, Siswa Bazar, Dist. Maharaj Ganj (Uttar Pradesh)-273153, India.
DECLARATION:

I am a person with strong commitment to quality, dedication, determination and discipline, willing to learn and adopt to new opportunities and challenges.
I hereby declare that the information given above is true at the best of my knowledge.

