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SURAJ
	PROFESSIONAL Experience

	ACHIEVEMENTS
PREVIOUS JOB RESPONSIBILITIES

PREVIOUS JOB RESPONSIBILITIES

PREVIOUS JOB RESPONSIBILITIES

PREVIOUS JOB RESPONSIBILITIES


	Well versed with all the routine accounting operations viz-a-viz accounts payables,accounts receivables, general accounts administraion & audit. Organize all operations, streamline them, keep proper checks and balances and achieve targets within the scheduled deadlines.  
Organization: Ascot Hotel                                               

2012 – Till 2014 

Location: Bur Dubai, Dubai                                                                                                  

Designation - Chief Accountant
Core Functions
· Closing of accounts every month and Preparation of monthly Profit & Loss Report & submitting it to the GM & Group Financial Controller .  

· Reconciliation of accounts to tally with the system against Trial Balance and Balance Sheet. 

· Interaction with the Dubai Municpality Auditors by providing them with all the reports as per their requirement & solving their queries.
· Reporting to the GM & Group Financial Controller.
Organization: Ascot & Royal Ascot Hotel                                               
2002 – Till 2012 
Location: Bur Dubai, Dubai                                                                                                     
Designation - Senior Accountant
Core Functions
· Reconciliation of accounts to tally with the system against Trial Balance and Balance Sheet.

· Preparation of Municipality Tax, Month end Journals & MIS Reports 

· Preparation of Bank Reconciliation, Checking Daily Credit Card Transactions, Preparing Cash Flow & Fund Flow Statement  

· Preparation of all Payments. (Supplier, Electricity & Water, Etisalat, Municipality & all other payments).Making spot petty cash checks of the General cashier & outlet cashiers on a Weekly basis 

· Input of yearly budget in the system to compare the actual transactions for management interpretation on variances
· Preparation of Municipality Tax, Month end Journals, MIS Reports.

· Supervising Accounts Payable & Accounts Receivable.Keeping a check on Ageing Report of both Payable & Receivable on weekly as well as monthly basis.
· Setting up of new accounting systems for Ascot and creating regular reports for Bank Reconciliation and Credit Card Transactions
· Interaction with the Dubai Municpality Auditors by providing them with all the reports as per their requirement & solving their queries.
Team: Have 4  Account Assistants reporting in
Organization: Bax Global India Pvt. Ltd  (ISO 2002)                            
1999 – 2000  

Location: Mumbai                                                                                        
Designation - Junior Accounts Executive
Core Functions
· Entry of all Sales, Purchases, Expenses, Cash & Bank vouchers in Tally package
· Writing cheques, applying for drafts, handling petty cash, maintaining cash book & preparing bank reconciliation statements
· Arranging audit, sitting with auditors replying their queries

· Scrutinising of all ledgers & finalising the accounts
Organization: Multiflo India Pvt. Ltd                                                           
1995 – 1999  

Location: Mumbai                                                                                                      
Designation - Accounts Assitant
Core Functions
· Manual entry of all Sales Invoices, Purchase bills, Expenses in the respective registers and posting all transactions in the ledgers. Alternatively computerised entry of all vouchers in Tally package 
· Depositing & withdrawing cash from the Bank, depositing cheques and coordinating with Bank officials regarding various company matters. 

· Handling petty cash, making payment cheques for suppliers ,electricity, telephone etc 
· Preparing Bank Reconciliation statements, scrutinising ledgers and preparing Trial Balance 

	Educational Qualifications

	
	1992-1995                                                     
·  Bachelor of Commerce  :   K J Somaiya College, Mumbai University in 1995
·  H.S.C.                           :   K J Somaiya College, Mumbai University in 1990

·  S.S.C.                               :   St. Francis Xavier’s School, Mumbai in 1989


	ADDITIONAL skills

	
	· Prologic Software (Accounts Package)

· Diploma In Advanced Computer Application – Apr 1998

	General Information

	INTERESTS

personal details
	· Badminton (Inter School Team)
· Reading
· Nationality: Indian
· Date of Birth: 15 Feb 1972
· Marital Status: Married

· Languages: English, Hindi & Marathi

· Visa Status: Visit Visa
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