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Indian

04-May-1982
English,Hindi,Urdu,Malayalam,Kannada,Tamil 
Employment & Transferable With NOC

Valid UAE Driving Licence


Objective
Seeking for the challenging position in accounts,that allows me to use my auditing, communication and problem solving skills.
Working Experience
Can cover 5 areas, Payroll Administrator, Accounts Payable, Accounts Receivable, General Cashier and Senior Accountant.
1. Working as Payroll Administrator  From Oct 2010 to till date at Park Regis Kris Kin “5 STAR” Hotel with 392 rooms and 8 Restaurants and Bars, located city heart Bur Dubai.
· Member of a Pre-opening team.


As Payroll Administrator

· Supervise monthly payroll with accuracy and timely payment of associates salaries, benefits and other related payment.

· Obtaining employee related information from HR department i.e. salary, salary changes and allowances. 
· Checking integrity and validation of payroll data 

· Regular monitoring of Time & Attendance system, ensuring proper accounting of all payroll related accruals.

· Compute staff payrolls and prepare all payroll vouchers and payroll records.
· Preparation of salary transfer letters, WPS complaint process and availability of ‘txt’ files
· Calculation of overtime, bonus & performance Incentives, etc.
· Preparing department wise, cost center/profit center wise break up of Salary.
· Preparing month end JV and interface to financial system & preparing monthly payroll reconciliation.
· Facilitate management and employee understanding of payroll procedure & ensure compliance with all applicable UAE labour law

· Solve problems concerning payroll, answer inquiries and enforce policies.

· Preparing leave salaries for the employees.

· Prepare final settlement calculation for the leaving employees.

· Properly filing of all confidential file separately on separate storage area.
· Perform other related duties as required and assigned by the management

2. Worked as Payable Accountant & Senior Accountant From July 2007 to Oct 2010 Royal crown Hotel Sharjah - Standared Hotel Apartment,with 166 Rooms 3 Outlets .
As Payable Accountant

· Receive and verify invoices and requisitions for goods and services

· Match invoices and delivery dockets with corresponding purchase order.

· Verify that transactions comply with financial policies and procedures

· Ensure that all invoices are authorized by Department Heads prior to being processed through the system.

· Prepare batches of invoices for data entry
· Reconcile supplier statements with hotel records on a monthly basis, in conjunction with the month end cheque run. Follow up all discrepancies.

· Maintain communication with vendors to ensure account issues are addressed and resolved in a timely manner.

· Prepare cheque run for approval on a weekly basis and attach all supporting documentation to each cheque and present to Controller and General Manager for signature.

· Balance account payable to the General Ledger daily.

· Ensure the correct General Ledger codes are used and recorded on the invoices.
· Handle all accounts payable queries.
As Senior Accountant
· 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
· Facilitate and complete monthly close procedures
· Analyze revenues, commissions and expenses to ensure they are recorded appropriately on a monthly basis
· Prepare monthly account reconciliations
· Prepare Bank reconciliation .
· Ensure all financial reporting deadlines are met

· prepare financial management reports 

· Ensure accurate and timely monthly, quarterly and year end close

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

· Resolve accounting discrepancies and irregularities

· Develop and maintain financial data bases

· Financial audit preparation and coordinate the audit process

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

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

3. Computer Technician/Customer support engineer, Connoisseur Electronics Pvt Ltd, From Oct 2004 to March 2005 Bangalore,India,
4. Blue Moon Systemz, From June 2006 to march 2007 Kasaragod,Kerala,India,

· Assembling Desktop, Laptop, Slimtop & Server

· Installing OS like win98,2000,Xp,2003 Server, Linux 

· Installing software like MS Office, Winzip, Winamp, Acrobat reader,Photoshop Antivirus etc.. 

· Installing Printer, Scanner etc…

· Installation of  Dialup and Broad band Internet Connection

· Configuring DHCP,DNS,& Remote Desktop

· Configuring & troubleshooting of TCP/IP protocols,

· Configuring Active Directory and working on with active directory

· Installing & configuring LAN(Local Area Network)

· System configuration and user helpdesk
QUALIFICATION
· Bachelors Degree in Commerce( B.com Graduate)

· Microsoft Certified System Engineer(MCSE)

· Computer Hardware & Network Engineering – IIHT Mangalore,Karnataka-India

OTHER QUALIFICATION

Good Knowledge in Opera PMS Software 
Good Knowledge in Sun Accounting Software

Good knowledge in Oasis Payroll Software

Good Knowledge in Fidelio (Hotel Management S/w)

Good Knowledge in Daceasy(Accounting S/w)


Good Knowledge in Microsoft Office

Thank you for a kind look on my C.V from your valuable time
