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PROFILE:
I am a very conscious and a well organize, who has trained under C.A and busy hotel and in establishment. I am looking for a challenging at rewarding role, which allow me and to use my excellent organizational skills and my experience. I bring royalty commitment and the ability to priorities task and offer excellent service.
WORK BASE QUALITIES AND SKILLS:
· Experience in office work and hotel working to high standard in a variety of location and establishment.
· Trained junior members of staff.
· Highly organize and have proven ability to work.
· Adhere strictly to health and hygiene procedure.
· Responsibility for day to day running of official work.
· Excellent group work skills and member of team work.
PERSONAL QUALITIES AND SKILLS:
·      Hardworking and practically minded.
·      Good time keeping skills and attendance record∙    
·      Ability to mix with people at all levels.

 JOB DESCRIPTION/RESPONSIBILITIES:
·  Maintain up-to-date billing system

·  Generate and send out invoices

·  Follow up on, collect and allocate payments

·  Carry out billing, collection and reporting activities according to     specific deadlines

·  Perform account reconciliations

·  Monitor customer account details for non-payments, delayed  payments and other irregularities

·  Maintain accounts receivable customer files and records

·  Follow established procedures for processing receipts, cash etc

·  Process credit card payments

·  Prepare bank deposits

·  Investigate and resolve customer queries

·  Process adjustments

·  Communicate with customers via phone, email, mail or personally

·  Assist with month-end closing

·  Collect data and prepare monthly metrics

·  Posts customer payments by recording cash, checks, and credit card transactions.

·  Updates receivables by totaling unpaid invoices.

· Maintains records by microfilming invoices, debits, and credits.

·  Resolves valid or authorized deductions by entering adjusting entries.

·  Resolves invalid or unauthorized deductions by following pending deductions procedures.

·  Resolves collections by examining customer payment plans, payment history, credit line; coordinating contact with collections department.

· Summarizes receivables by maintaining invoice accounts; coordinating monthly transfer to accounts receivable account; verifying totals; preparing report.

·  Protects organization's value by keeping information confidential.

·  Accomplishes accounting and organization mission by completing related results as needed.
EMPLOYMENT HISTORY:
 
· worked and trained under tax consultant from 2011 to 2012 for Nasek Consultancy.
· worked in the hotel Supreme as a receptionist from 2012 to 2013 (handling cash and data entry)
· 2013 to till date worked under tax consultant as account assistant for Raikar Consultancy.
EDUCATIONAL QUALIFICATION:
Passed S.S.C in 2006 THROUGH GOA BOARD,(Our Lady of Desterrow High School Vasco Da Gama)
Passed H.S.S.C 2008 THROUGH GOA BOARD. (St.Andrew High School Vasco Da Gama)
Passed B.COM in 2011 M.E.S College of Arts and Commerce
                             
PERSONAL DETAILS:
D.O.B: 9 July 1991
NATIONALITY: India
HOBBIES:Reading,Communicating,Listening Music,Dancing,singing
 
