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CURRICULAM VITAE
Mohan
Location: - Karama. Dubai, UAE.
Visa Status: - Employment visa      Seeking for Job: - Account & Finance Dept
CAREER OBJECTIVE

Seeking challenging career progression because I want to improve my knowledge and experience by making positive contribution to the management.
PROFESSIONAL EXPERIENCE

1. Hotel in Dubai, UAE-  Account Receivable Officer (June-2017 -Present
· Verification of Credit Card Transfer.

· Verification of city ledger Transfer

· Back office city ledger Transfer
· Prepare Invoice with supporting LPO and submit.
· Tracking Invoice & Filling.

· Reconciliation & Posting of Receipts.

· Reconciliation & posting of Credit card payment and commissions.
· Receive and reviews credit application from and other legal documents.
· Handle investigation requests of Hotel guests on matters of Invoicing.

· Prepare, supervise the preparation of monthly statement and reminders.

· Be response to make sure posing of C/L is done.

· Update credit stop list on monthly basis.

· Ensure accounts receivable over 60 days are properly follow-up for collection.
2.  Rimal Rotana Hotel Dubai, UAE-  (January-2013 to Dcemder-2016-Accountant
Position Handled-Receiving/General Cashier & Account payable
· Control LPOs, check & verify long outstanding LPOs.

· Responsible for timely billing of Accounts.

· Check the arithmetical accuracy, date, quality receives stamp approval on the invoices with LPO or agreement.

· Tally and receive total invoice and reconciliation of outstanding with total payable balance.  Follow up any discrepancies with the supplies in writing.

· Ensure that all cheque to be locked and cheque should be endorsed.
· Responsible for maintaining a cheque Register and Void cheque Register and any other register needed for audit purpose.
· Open Front office safe depository, collect the deposit envelops and checks each envelop against the details written on envelops.

· Report immediately of any discrepancies to the Income Auditor.

· Prepare bank deposit slips for cash and cheques.

· Go to bank and deposit cash and cheques in the company’s bank account.

· Prepare the general Cashier’s report and forward the same to the income auditor.

· Reconcile the general Cashier’s house Fund.

· Check And Receive all the purchase items for the day.

· Posting all received invoice in FBM

· Prepare Daily Order Receiving Detail Report.

· Prepare Deviation Report per price if there is any deviation of the price.

· Monthly closing Report from FBM.
3. University Teacher, Edu world Centre for Distance learning & Professional Training FZE. Rasa Al Khaimah, UAE( July-2011 to December-2012)

Responsibilities:-As a Commerce Teacher, I have been assigned to teach the following classes-xth, XIIth, B.Com, B.B.A & Tally class.
· Teaching, revision, verifying answers & clearing doubts.
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4. Accountant, Emirates Spring Hotel Apartment, Fujairah, UAE (May-2007 to September-2010).

Responsibilities: - As an Accountant, I have been assigned to submit the following daily & monthly report to the Management.-
· Daily reports
· Preparing night audit report.

· Preparing & submit daily revenue summary.

· Monthly Reports
· Preparing monthly revenue report and make comparative study 
· Preparing the creditors and debtors ageing report.

EDUCATIONAL DETAILS
Master Degree in Commerce from University of Calicut Kerala,India (1995-97)
(Advance Accounting, Management Accounting, Cost Accounting & Taxation).

Bachelor of Commerce from University of Calicut (1992-95)
TECHNICAL PROFICIENCY 
· Diploma in Office Automation, MS Office
· Knowledge of FBM, Opera & Sun system & Jana 
· Tally 9.0.

· English Type Writing Higher.
PERSONAL DETAILS

Age & Date of Birth

        :          44, 10-03-1973.

Nationality


        :         Indian
LANGUAGES KNOWN
        :        English, Hindi, Malayalam & Tamil

I hereby declare that the above written particulars are correct to the best of my knowledge and beliefs.

                                                                               


Mohan
Email: � HYPERLINK "mailto:mohan-396187@gulfjobseeker.com" �mohan-396187@gulfjobseeker.com� 





I am available for an interview online through this Zoom Link �HYPERLINK "https://zoom.us/j/4532401292?pwd=SUlYVEdSeEpGaWN6ZndUaGEzK0FjUT09"�https://zoom.us/j/4532401292?pwd=SUlYVEdSeEpGaWN6ZndUaGEzK0FjUT09�








