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Result oriented Finance professional with strong communication, interpersonal and excellent spoken and written skills in English. Proven ability to gain confidence of senior management along with capabilities to learn on own. Having plus 2 years experience In UAE as a PRO - Visa Department in travel and tourism company.
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PROFESSIONAL EXPERIENCE
	
	Public Relation officer, Accounts and Hotel Reservation
	(2013-2014)
	

	
	
	
	
	
	

	
	Organization
	
	Arabian Link tours (Dubai – UAE)
	
	

	
	
	
	
	
	

	
	Reporting
	
	PRO and Hotel Reservation (sales)
	
	

	
	Tenure
	
	September,2013 Till October,2014
	
	

	
	Company Profile
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· As a Destination Management Company, Arabian link Tours is dedicated to excellence in providing cost effective, reliable and innovative ground services in the United Arab Emirates and throughout the Gulf States. With a team of well experienced and dedicated industry professionals, Arabian link Tours provides its partners with ground services for fully independent travelers as well as unique meetings & incentive travel solutions to the ever growing MICE segment. 
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DUTIES & RESPONSIBILITIES
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Dealing with UAE tourist Visa. 
· Preparing daily cost sheet. 
· Collecting required information from clients. 
· Direct contact with Agents throughout the country. 
· Providing daily sales report to Business Development Manager/General manager. 
· Direct contact with Hotels through Emails and Calls. 
· Preparing Daily sales report. 
· Communicating with customers. 
· Meeting and greeting with VIP clients at airport. 
· Multi task operator in absence of any staff. 
· Worked in IT department in absence of IT engineer. 
· Online Bank to Bank transfer. 
· Collecting checks. 
· Maintaining records. 
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	Assistant Accountant and Front Office Executive
	(2011-2012)
	

	
	
	
	
	
	

	
	Organization
	
	Arabian Farms, Dubai, UAE.
	
	

	
	Reporting
	
	Assistant Accountant and Front office Executive.
	
	

	
	Tenure
	
	Oct,2011 To Jan, 2012
	
	

	
	Company Profile
	
	
	
	

	
	
	
	
	
	


· Arabian Farms Development Co Ltd (Dubai) is a branch of a Saudi based Company Established in the year 1999. It is strategically located about 50 kms south of Dubai on the main Dubai – Hatta Highway. The farm is spread over a compact area of 1 million Sq. feet and it is integrated to produce its own feed as well. 
· It supplies superior quality of eggs across UAE approximates 4 lakhs to 5 lakhs eggs per day. 
DUTIES & RESPONSIBILITIES
· Preparing assets, liability and capital account entries by compiling and analyzing account information. 
· Updating and maintaining accounts journal, ledger and other records. 
· Maintaining all sales invoices and sales records 
· Reconciling balance sheet account on monthly basis. 
· Reconciling each customer payment monthly basis 
· Maintaining financial security by following internal control. 
· Preparing payment by verifying documents. 
· Maintaining and managing account Receivable 
· Handling the billing and invoice management 
· Corresponding with accounts manager and auditors 
· Maintain petty cash transaction 
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SKILLS
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· Good analytical, quantitative and critical thinking skills and the ability to analyze data and research. 
· Good oral and written communication skills with regards to accounting and finance. 
· Adept at leading a team. 
· Excellent in problem solving, conflict resolution, goal setting and planning. 
· Good knowledge of business with a strong understanding of accounting. 
· Ability to deliver and meet deadlines 
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ACHIEVEMENTS
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Academic






Secured first class in Bachelor of commerce. Second class in MBA Financial Accounting.


EDUCATIONAL CREDENTIALS

Academic

· Master of Business Administration (Accounting & Finance)- Osmania University, India. 
· Bachelor of Commerce (Accounting & Finance) – Osmania University, India. 
· Intermediate (HSC) – St. Josephs Junior College (Board of Intermediate), India. 
· SSC- Disney Land High School (Board of secondary), India. 
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SOFTWARE & APPLICATIONS
Financial & Accounting Applications
	
	 Tally
	 Tally Accounting
	

	
	 Wings
	 Focus
	

	
	 Multimedia
	 System Hardware and Software skills
	

	
	Other Business Applications
	
	

	
	
	
	

	
	 Microsoft Excel 2007
	 Microsoft Word 2007
	

	
	 Microsoft PowerPoint 2007
	 Microsoft Access 2007
	

	
	 Microsoft Visio 2007
	 Microsoft Outlook 2007
	

	
	 Microsoft Project 2007
	
	



PERSONAL DETAILS
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Date of Birth
	
	30th November, 1990
	
	Visa Status
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	Nationality
	
	Indian
	
	Availability
	
	Immediate
	

	
	
	
	
	
	
	
	
	
	



REFERENCES WILL BE FURNISHED WHEN DESIRED

NOC WILL BE PROVIDED
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