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	OBJECTIVE

Looking forward for a challenging and competitive career leading to professional exposure with the organization, where my skills, talents and abilities would be explored and utilized for mutual benefit.

COMPETENCIES

· 1.Hard Working
· 2. Enthusiastic 

· 3. Reliable     







· 4. Responsible 
· 5.Excellent Communication Skills

· 6. Positive Attitude

· 7.Integrity
· 8.Proactive
· 9.Team Oriented

· 10.Acountiblity and

· 11.Visionary

Key Skills

· Committed to providing excellent quality service.

· Willing to go out of my way to make guests comfortable.

· Learn quickly, and able to work under pressure.
· Provide excellent service and develop rapport with customers.

· Results-oriented, self-starter with experience 

· Strongly developed management, supervisory and training skills.

· Proven commitment to team building, demonstrated by the ability to lead and motivate staff to perform at top efficiency levels.

· Excellent analytical and communication skills.

· Reputation for being motivated, dedicated and dependable in all areas of employment.




Work Experience

· Have done my Industrial Exposure Training in  Hotel “Royale Park, Allapuzha” Kerala from 15/05/2006 to 15/09/2006.
· Have worked in “Reliance Communications Pvt. Ltd”, as Sales Associate, from 16/05/2007/ to 03/06/2008/.
· Have worked as a House keeping Supervisor in Coral Diera Dubai (Coral Group of Hotels and Resorts), from 21/07/2008 to 25/02/12.
· Was promoted as “Accounts Receivable cum General Cashier” in Coral Deira Dubai (Coral Group of Hotels and Resorts), and have worked in the accounts dept. from 26/02/12 to 08/12/13.
· Had managed to setup my own business in Kerala (India) from January 2014 to Feb 2015.
ACHIEVEMENTS                                                

· Won the BEST EMPLOYEE certificates for the year of “2010” from Coral Diera Dubai as being in the role of Housekeeping Supervisor.
· Won the BEST EMPLOYEE certificates for the month of “May 2012” as being in the role of “Accounts Receivable cum General Cashier” from Coral Dubai Deira.
· Have successfully completed the training for "Fire Fighting" from Coral Diera Dubai.

· Have successfully completed the training and assessment program which concluded the course in “The different styles of Supervisor”, “Train the Supervisor”, “Supervisor Skills”, “How to handle Angry Customers”& “Effective Communication” from Coral Dubai Deira.
RESPONSIBILITIES                                                  

Accounts Receivable

· Transferring the City Ledger reports and the Credit card reports to the back office.

· Collecting the invoice for the previous day from the Income auditor.

· Checking for any disputes in the invoice.

· Taking the copies for the invoice.

· Arranging the invoice in alphabetical order for sending it to the companies in order to get paid.

· Ascertaining the collection according to the Ageing report.

· Preparing the weekly credit meeting reports and assisting the Financial Controller with the minutes taken.

· Monitoring the PM rooms and ensuring their payment to be got on time.

· Making the credit card refunds upon the request from the Front office or the Sales team by coordinating with the Network International team.

· Posting the credit card payments on daily basis after getting the Merchant Settlement Advice and the Merchant Transaction Activity from the Network International.

· Checking for any unpaid amounts and then doing the necessary after reviewing it.

· Arranging all the paid invoice copies and keeping the in the archive room for any future reference.

General Cashier

· 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.

· Issue floats to cashiers as authorized, keep relevant records and monitor overall float position.
· Prepare monthly petty cash report for reimbursement.

· Handle all foreign exchange receipts for banking.

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

· Monitor exchange rates for foreign currency on daily basis to ensure that the hotels rates are appropriate.

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

Additional Knowledge in Accounts Department

· Assisting the Income auditor on his daily assignments.

· Reconciliation of vendor’s statement on verification of Vendor Invoice.

· Liaison with vendors on their queries.

· Ensuring Monthly Operation Inventory for Linen, F&B Department

	Educational Details 


	Sl. No.
	Level
	Course
	University/ Education Board
	Class
	Remarks

	1
	SECONDRY HIGH SCHOOL
	 10TH STD
	 Accredited to Board of Public Examinations, Kerala 


	 2nd CLASS
	 Passed

	2
	UNDER GRAD
	COMMERCE
	Accredited to Board of Public Examinations, Kerala 
	 2nd CLASS
	 Passed

	3
	 DEGREE
	 BACHELORS  IN HOTEL MANAGEMENT
	Bharathiar University,Coimbatore
	 2nd CLASS
	Passed 


PAGE  
1

