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PERSONAL DATA

Name



: Ahmed 
Date of Birth


: May 04th, 1979
Nationality 
      

: Egyptian

Marital Status    

: Married

Military Service

 : Exempted
Religion


 : Moslem 

EDUCATION

2001
BCH Faculty of Commerce, Alexandria University 
LANGUAGES

Arabic

: Mother Tongue
English

: V. Good
COMPUTER SKILLS 


Comsys Front Office System


Comsys Back Office System


Comsys Payable System


Comsys F&B General Store System


Fox Payroll  System


Comsys Point Of Sale System


WINWORDd2007 / EXCEL2007 / Win 7
WORK EXPERIENCE

September 2012 till Now 
   Chief Account Caribbean World resorts soma bay Resort
Job Description:

Replacement D O F for both of the two hotel operation 

· Enforces documents, establishes adequate controls for all expense and protection of assets, 
     And ensures that controls will satisfy or improve the level of guest service.

· Ensures the completion of regular reports including month end and   year end

        closing on time.

·  Assists in maintaining accurate and timely financial and operating information.

·  Assists in providing safekeeping including proper storage and access for all contracts, leases and   other financial records

· Supervises the members of the Accounting Department.

· Cooperates, coordinates and communicates with other departments in matters concerning receiving, accounting for and controlling the food cost, beverages cost and general supplies.

· Interacts as required with the Hotel General Manager, the individuals outside the Hotel including insurance companies, tax authorities, tax consultants, auditors, commercial and government banks.

· Maximizes cash flow performance of the Hotel through controls on inventory and disbursements.

· Enforces documents, establishes adequate controls for all expense and protection of assets, and ensures that controls will satisfy or improve the level of guest service.

· Identifies training needs for accounting staff in coordination with other departments.

· Identifies staff with potential for promotion and / or transfer within the accounting operations.

· Establishes and maintains effective employee relations.

· Maintain up-to-date accounts analysis and reconciliations


September  2009 till 31/08/2012

Credit Manager

Caribbean World resorts soma bay Resort
Job Description:
· Granting of credit.

· Direct billing accounts.

· Procedure of acceptance of personal cheques

· Acceptance of approved credit card 

· Skipper control procedure

· Procedure for deposit received.

· Accounting control procedure for remittance received

· Refund control procedure.

· Control of guest accounts.

· In house credit limit

· Acceptance of approved cheques


September2007 till 31/08/2009 

Ass.Credit Manager

Caribbean World resorts soma bay 
Job Description
 Interacts, cooperates with the credit manager/supervisor 

 To supervise and coordinate the posting and billing of all accounts receivables of hotel’s                                   guests, domestic, credit cards companies and other hotel’s customers.

 To verify all rebates and adjustments of various hotel’s guests and travel agencies according to the policy and procedures.

 To verify the daily city ledger balance with the income auditor.

 To check the closed balance of city ledger with the TA Contracts and to make the  necessary adjustments “Credits Rebates and miscellaneous credit” and ensuring that the bill done according to the contract or the voucher Carrying out daily random samples of receiving reports and Market lists.

 To prepare on monthly basis the month end aging report.
 Follow up with the front office for the hold invoices and check if there is any missing of the         supporting documents.

 Reviews with the front office manager the high balance report of guest ledger to ensure  that the credit card of guest is covering the balance.
 Coordinating with the credit manager/supervisor in preparing the credit/stop credit lists and distributed to the related departments Performing related duties and special projects as assigned.

 Preparing the monthly journal voucher for the rebates and miscellaneous and credit card commissions to record and post this amounts.


October 2006 till August  2007: 

Receivable Supervisor account 

 Calimara Golden Beach Hotel - Hurghada
December 2005 till September  2006: 

Receivable account 
Calimara Golden Beach  Hotel - Hurghada
Job Description:

Billing the city ledger balances according to the contracts and ensuring that there is no over/less charged to the company.

Preparing the credit rebates and miscellaneous vouchers daily with the management approval
Preparing the city ledger statement of house accounts “staff and executives” every  25th of               the month and forward to the paymaster/payable accountant to deduct the balances    from  salaries.
.

Ensuring that the city ledger invoices are delivered to credit department on daily or weekly basis to reduce the collection period


Follow up of Guest Ledgers and City Ledger balance .

To controlling all credit cards balances and commissions and make the necessary   adjustments.
.

.

.


February 2004 till November  2005: 

Night Auditor 

        Bill air resorts Hurghada Red Sea 

Job Description: 



To post Room Revenue, late Banquet Functions and to balance guest ledger daily.


To audit the work of Restaurant Cashiers and Restaurant staff and prepare the Daily Cover Report and P.O.S. Summary for Discounts and Rebates.


To ensure all occupied rooms are charged with agreed room rates.


Doing all the above in required timeframe, to reset the POS and PMS system, for new day.


For revenue-related matters and general information on the entire Front Office operations.

Outlet Cashiers/ Outlet Manager/Waiters for Food & Beverage-related matters.


Front Office Manager/Assistant Front Office Manager/Night Manager For revenue related matters, general guidance and advance information.


Audit all revenue transactions for accuracy and ensure trials tally.


Audits all revenue transactions for technique consistency, and methods used to conform to local standards and meet the ITT Sheraton policies and procedures.


Ensure that all POS, Credit Card terminals and Fax machines are zeroed and that cleared figures agree with "D" card and the restaurant Cashier's sheet.


Checks the authenticity of all Front Office outlets, paid-outs and rebates, and verifies whether they are in accordance with the local and ITT Sheraton's policies and procedures.


Ensures preparation of the following reports/and analysis:

a)
Sales and Cover Reports.

b)
A&G, S&P, staff rebates.

c)
Airline crew rebates.

d)
Checklist of rate discrepancy.


Logbook to be referred on daily basis, for instruction and communication.


Maintains daily logbook for telephone/fax/telex charges for communication expense of hotel, department-wise.


To perform necessary re-organizations and resets of files, as per DP Supervisor's advice.


Distributes the morning reports well in time.


Further, he shall perform such duties, observe, and conform to such directions and instructions as may be assigned or communicated to him by the Hotel or by such officers who are placed in authority over him.


Maintain records according to the record retention procedures.

Personnel Activities


Look after the welfare of the employees reporting directly to him.


Ensure proper care of all equipment and furniture entrusted for his use and the use of employees reporting to him, such as computers, calculators, and general office equipment.


Is well acquainted with the Hotel's policies and procedures.


Is well acquainted with the physical layout of the Hotel and its premises.


Is knowledgeable of Hotel's emergency procedures about fire, medical, bomb threat, blackout and evacuation.


Behavior will be geared in a way as to represent the Hotel in the best possible way at all times.


Reports to work in advance, before commencement of duty.


Wears appropriate business attire (as per local policy) and ensure a proper appearance, to represent the Hotel in the best possible way.


Ensure that confidential record and other confidential information are properly safeguarded and are not removed from the office.


Dose not discloses any financial information or any other information of the Sheraton Hotel.
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