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OBJECTIVE:
To obtain an appropriate position in Accounting/Finance with a dependable firm in which my experience can be an asset in the growth of company.
KNOWLEDGE & SKILLS:
· Sound knowledge of General Accounting Principles. 
· Familiarity with computer accounting programs. 
· Good knowledge of financial information and basic calculation functions. 
· Proficiency in Advanced Excel, computer literate, detail work and problem solving skills. 
· Ability in preparing and analyzing data figures and transcriptions. 
· Strong Organizational skills and detailed oriented. 
· Excellent communication skills both verbal and written. 
COMPUTER SKILLS:
· SAP (Version – 7300.1.0.1074), COMSYS, OPERA (Version – 5.0.04.01/3), MICROS (Version.8), MY MICROS (Simphony), FIDELIO, Tally 9 with ERP. 
· MS Word, Advanced Excel and PowerPoint. 
PROFESSIONAL EXPERIENCES:
NEW YORK UNIVERSITY/ABU DHABU NATIONAL HOTELS COMPASS, ABU DHABI, UAE. ACCOUNTANT (Accounts/Finance) since July 2014 till date
· Managing monthly annual budgets (AED 40.12 mil. annual top line). 
· Part of Finance Team having mobilized project with operations ranging from restaurants, convenience store, events and hotel rooms. 
· P&L Reporting and business analysis (both – client/head office) 
· Asset recording & management (AED5.6M). 
· Assisting Reg. Financial Controller in month end/yearend closing. 
· Presentation of monthly Invoice to client in 2 drafts. 
· Daily sales report & support receipts, checking all control aspects and entering into accounting system. 
· Petty cash expense receipt, checking and organizing reimbursement. 
· Reconciliation of cash, credit and daily bank statement. 
· Preparation of Revenue Report. 
· Communication with stores regarding purchasing, expenses and documentation. 
· Monthly Creditors Reconciliation 
· Preparation of monthly payroll from collection of Staff Attendance records till working sheet, disbursement and pay slip distribution. 
· Conducting spot check on cash and inventory at regular intervals. 
· Prepare and assist with Annual Audit. Maintain manual and automated accounting records. 
· Review all invoices for appropriate documentation and approval prior to payment. 
· Ensure transactions comply with financial policies and procedures. 
· Prepare batches of invoices for data entry. Prioritize invoices according to payment terms. 
· Bank Reconciliation, Payable and Receivable Reconciliation. Maintain the General Ledger. 
· Maintain file and documentation thoroughly and accurately in accordance with company policy and accepted accounting practices. 
· Handle intercompany accounts fully (Monthly Payroll, Intercompany Account Reconciliations, etc.) for both Client and Head Office. 
· Ensure the confidentiality and security of all financial data and employee files. 
CROM Hotels & Resorts, Madina, Saudi Arabia.
INCOME AUDITOR (Accounts/Finance) since March 2013 to June 2014
· Reconciled all audit room data daily and prepared summaries and required reports. 
· Analyzed and maintained record of all credit card transactions and investigated if any rejections 
· Check and confirm accuracy in balance sheets and profit & loss accounts. 
· Assist the organization in appropriate revenue allocation. 
· Verify the accounting statements against the bills, receipts and bank statements. 
· Make certain all income sources are legal, authorized and well documented. 
· Review the income reports and income systems of the organization. 
· Judge the system’s performance and ensure quality and quantity effectiveness. 
· Reconcile the revenue reports with bank records and sales department. 
· Ensure consistency of income procedures, policies with industry standards. 
· Ascertain if there are any omissions, duplications and miscalculations. 
· Prepare income audit reports, make conclusion and forward reports to higher management. 
· Ensured compliance to all audit policies and standards. 
CROM Hotels & Resorts, Madina, Saudi Arabia.
NIGHT AUDITOR (Accounts/Finance) since September 2012 to February 2013
· Completing the audit summary for all the shifts keeping policies and procedures into consideration. 
· Handle cash transaction and produce a timely report. Reconcile the cashier’s report. 
· Maintain a daily balance of the transactions, reconciliations and final reports and forward the same to accounting centers. 
· Balance the accounts and audit the same to check for accuracy. 
· Audit and balance to verify accuracy in cashier’s report, room revenue, telephone revenue and F&B revenue. Preparing and assisting in making reports pertaining daily revenues. 
· Help in booking room reservation, answering phone calls, taking messages for guests and notifying them about the same. 
KA HOSPITALITY PVT LTD, Mumbai, India.
EXECUTIVE SECRETARY since January 2011 to August 2012
· To prepare respective schedules and reports that will be internally distributed or submitted to Head Office laid down by the General Manager. 
· To take down and transcribes the minutes of meetings such as Executive morning briefing and dictation from General Manager, etc. 
· To prepare correspondence such as fax, letter, memo, complimentary voucher, etc. as assigned with a coding system for tracking. 
· To open and dispatch email that relates to department. To maintain office supplies stock. 
· To keep acquainted with the General Manager’s activities in order to assist in discerning priorities. 
· To arrange appointments for the General Manger, reminds him of appointments and meetings. 
· To handle incoming/outgoing telephone calls and faxes. Input data into computer system as required. 
· To handle all contract listings such as owner contracts. Restaurant’s contracts and other supplier companies, etc. 
· To handle leave application record of all executive and management such as annual, sick, public holiday and manager and executive on duty compensations. 
· To file and maintain the personal files of executives kept in the Executive office as well as to file respective documents based on the coding system. 
SMOKIN JOES, Mumbai, India.
RESTAURANT MANAGER since July 2009 to December 2010
· Effective leadership to achieving desired goals. 
· Assist in the development and implementation of new menus and local food and beverage marketing programs, and participate in and maintain system-wide food and beverage marketing programs. 
· Achieve budgeted revenues, control expenses and labor costs, and maximize profitability within all areas of outlet(s). 
· Maintain procedures to (1) ensure the security of money, credit and financial transaction, (2) replenish supplies, inventory, uniforms etc. in a timely and efficient manner, and (3) to minimize waste and control costs. 
· Participation in taking inventories. 
SMOKIN JOES, Mumbai, India.
CASHIER since May 2008 to June 2009
SMOKIN JOES, Mumbai, India.
CSR (Customer Service Representative) since March 2007 to April 2008
QUALIFICATION:
· Pursuing ACCA (Association of Chartered Certified Accountants). 
· Graduated/Degree in Financial Accounting & Auditing from Mithibai Motiram Kundnani College/University of Mumbai with 72% 
· Passes HSC from Mithibai Motiram Kundnani College with 70% 
· Passed SSC from ST.Michael’s High School with 74% 
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