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Pramod 
Seeking mid level assignment in the area of financial accounting in a growth oriented organization.

Professional Synopsis

· Pursuing MBA in Finance, completed Bachelor of Hotel Management with over 14 years’ of experience in Financial Accounting & Hotel Operations.
· Lastly associated with  an Executive Finance – Chennai. 
· Detail-oriented, efficient and organized professional with good experience in accounting systems.

· Extensive experience of recording transactions, tracking expenses, preparing financial statements and checking figures for accuracy.
· Skilled in conceptualizing & creating reports to provide relevant and reliable financial management information to the senior managers for decision making.
· Possess strong analytical and problem solving skills, with the ability to make well thought out decisions.
· Exceptional work ethic, routinely use available time to solve organizational problems, effective at multi-tasking and timely completion of all assignments.
· Proficiency in SAP FICO, Microsoft Excel, Tally & IDS.
Areas of Expertise

	· General Ledger Analysis

· Accounts Payable
· Expenditure Tracking
· Transaction Posting
· Bank Reconciliation
· Financial Statements & 
Monthly Reports
· Night Audit
· People Management
· Client Relationship



· Scrutinizing the ledger for the overall assessment of the accounts at regular intervals, rectify the minor errors & report the major financial errors to the finance manager
· Verifying the invoices against the purchase order & delivery challan, report the vendors if any discrepancies found, to resolve it before the payments are made. Calculate, post, reconcile payments to the general ledger & pay outstanding invoices. 
· Maintaining the overall expense tracker report on daily basis, which helps to pinpoint the unnecessary expenditure & cut back those that are not contributing the bottom line.

· Identifying the business events, verifying the source documents of all financial events & after analyzing, transactions are  recorded in the accounting software.
· Preparing all the banks reconciliation at regular intervals & update the difference amount between the bank statement & cash book to the Finance manager.
· Preparing Income Statement,  Balance Sheet, Cash Flow Statement, Owner’s Equity Statement & various monthly reports to provide relevant and reliable financial information for decision making.
· Verifying checkout folios, arrivals for the day, credit card & cash settlement, In house statistics, vacant room with key card report, no shows, room transfer report & take note of the transactions in different outlets. Prepare & mail the daily revenue report & night audit report to all the HODs.

· Providing direction, support & guidelines to a team of members & monitoring their performance.
· Maintaining excellent relations with clients to generate good business. Ensuring speedy resolution of queries & grievances to maximize client satisfaction levels. 
                                                                                   Academic Credentials
· Pursuing MBA in Finance from University of Madras, Chennai
· Bachelor of Hotel Management from University of Madras, Chennai in 1998.
· PG Diploma in 3D Animation  from ICAT, Chennai in 2008.                                                                                  

                                                                                 Career Highlights

May ‘14 to Feb ‘16 


             
June ‘13 to Mar ‘14 


                Tes-Amm  India Private Ltd, Chennai, India
       

                 Executive Finance
Key Deliverables:

· Maintaining book of accounts in Tally, entering all the financial events into the software after verifying the necessary documents – sales, purchase, expenses, cash & bank vouchers.
· Preparing the Bank Reconciliation Statements.

· Scrutinizing the ledger.

· Maintaining the overall expense tracker report.

· Ensuring that the pricing, quantity & terms on purchase order is the same as what is on an invoice.
· Maintaining a master vendor file in MS Excel with all required data.

· Responding to vendor & employees inquiries regarding invoices.

· Prioritizing the invoices according to their payment terms.
· Reconciling the vendor statements.
· Verifying the invoice cost against purchase order cost before issuing any vendor payments.

· Getting the managerial approval to pay invoices.

· Preparing & posting month end accruals & prepaid entries.
· Maintaining the statutory documents for audit compliance. 
Achievements in particular:

· Conceived & created an overall expense tracker report, every penny the company spends get updated in that report on daily basis, which helped to control the telephone, entertainment & travel expenses & cut back the unnecessary expenses.
· Created a vendor payment details statement, which helped the preparation of vendor reconciliation in no time.
Nov ‘11 – June’13       
       Mahindra Holidays & Resorts India Ltd, Chennai, India

    
 Junior Supervisor Finance
Key Deliverables:

· Maintaining book of accounts in SAP.
· Accounting all the financial transaction after the necessary verification – sales, purchase, expenses, cash & bank vouchers.
· Preparing the Bank Reconciliation Statements.
· Tracking the cost of food & beverage on daily basis.

· Scrutinizing the ledger.
· Preparing the daily revenue report.

· Preparing Income Statement & Cash Flow Statement.
· Preparing the statutory reports – VAT, Service Tax & TDS Payable.

· Handling of month end inventory in main stores, bar & in various departments.

· Handling night audit.

· Preparing the monthly Profit & Loss Statement department wise & consolidated.  

· Handling & maintaining of all accounts related files.
Achievements in particular:

· Learned SAP FICO end user module with the help of training materials & trained my colleagues. 
· Handled internal auditing and effectively communicated the discrepancies to the senior managers to take corrective action & to avoid any such in the future. 
Jan’09 – Oct’11       
                         FHAPL Technologies Pvt Ltd
, Chennai India
    
                                        Accountant
Key Deliverables:

· Maintaining book of accounts in Tally.
· Accounting all the economic events after the necessary verification – sales, purchase, expenses, cash & bank vouchers.
· Preparing the Bank Reconciliation Statements.
· Scrutinizing the ledger.

· Preparing Income Statement & Balance Sheet.

· Assisting internal & external auditors.

· Handling & maintaining of all accounts related files.
Jan’07 – June’08                                                  ICAT, Chennai, India                                         PG Diploma in 3D Animation                                        
· Doing PG Diploma in 3D Animation from Image College of Arts, Animation & Technology. 
Sep’05 - Nov’06       


                   Breeze Hotel, Chennai, India                                                    Restaurant Captain
Key Deliverables:
· Anticipating guest needs and ensuring that service meets expectations to ensure a memorable and pleasant dining experience.
· Carrying out frequent checks of the Restaurant, Dining Room, Lounge and Kitchen. 

· Supporting, developing and motivating staff. 

· Co-ordinating both the front and back of house operations. 

· Supervising the shifts of waiting, kitchen and cleaning staff to ensure that peak periods are fully covered. 

· Organizing staff rotas so that there is optimum cover during peak restaurant trading periods. 

· Increasing sales by ensuring guest satisfaction and delivering a high level of hospitality. 
· Maintaining hygiene and ensuring that health & safety standards meet the highest specifications. 

· Dealing with and responding to customer complaints, and always ensuring that the customers leave satisfied. 

· Giving advice to customers on menu and wine choice. 

· Assisting with the day to day running of the restaurant. 

· Deputizing in the absence of the Restaurant Manager.

· Cultivating a positive working environment for all staff to work in. 

· Making sure the restaurant looks good and is ready for the day’s trading. 
· Managing the guest reservation system.

· Conducting daily meeting with service staff.

· Coordinating food service with kitchen and service staffs.

· Reviewing daily and weekly functions with Restaurant Manager.

· Overseeing cash handling and check/credit policies and procedures. 

Oct’01 – Jan’04    



                Baskin Robbins, Abu Dhabi, UAE






                             Steward
Key Deliverables:
· Overseeing the daily operations of the outlet for efficient operations.

· Planning and assigning daily duties to outlet associates. 

· Ensuring the outlet facility clean and safe.

· Obtaining customer feedbacks and recommending necessary outlet operational changes. 

· Addressing customer queries courteously and ensuring customer satisfaction.

· Assisting cash handling activities and preparing expense and daily revenue reports.
· Verify the received stocks with the delivery challan.
· Handling Month End Inventory.

June 2000 – Sep 2001    


                   Taj Manjarun, Mangalore, India






               Trainee Captain
Key Deliverables:
· Responsible for assisting restaurant manager in the supervision of whole food and beverage operation. 

· Providing excellent guest satisfaction and increasing productivity standards by utilizing available resources. 

· Taking corrective actions to ensure standards are maintained

· Training and scheduling employees to ensure proper coverage. 

· Overseeing cash handling and check/credit policies and procedures. 

· Inspecting restaurant on daily basis to ensure high quality food and food presentation and cleanliness. 

· Conducting pre-shift meetings to inform staff of daily events. 

· Ensuring side work duties are complete and tables are set before, during and after opening hours.

· Liaising and cooperating with service staff 

· Routinely greeting guests, taking f&b orders, taking reservations & maintaining reservations book when applicable.

· Compiling duty roster and holiday lists

· Anticipating customer needs and wishes

July 1998 – Mar 2000    


            GRT Grand Days, Chennai, India






                        Sr Steward
Key Deliverables:
· Receiving & Greeting guests; assisting them with seating.
· Managing the guest reservation system.
· Ensuring the smooth running of all guests requirements and Standards of Service are maintained at all times.

· Ensuring that appropriate mise en place has been prepared.

· Ensuring that service at all times performed in a professional manner and to the style as specified by the management

· Promoting all services offered in the hotel.
· Obtaining feedback from guests & use it to improve service.
Personal Vitae
Date of Birth

:
17th October 1977
Nationality

:
India
Linguistics

:
English, Tamil and Malayalam 
Extracurricular Activities

:
Practice Yoga & Read Books
Visa Status

:
Visit Visa.
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