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	Career Objective
“To achieve the highest level of position in the field of Finance and Accounting driven by challenging environment and apply my knowledge and skills to bring the company to its highest altitude.” 
Highlights
	· Five years of meaningful journey with The Ritz-Carlton Bahrain Finance Division 
· 1 Year experience in Oil & Gas Accounts with BP project in Accenture Financial. 
· Knowledgeable and can train others in using hotel industry financial application such Opera, Sunsytem, Micros, FMC, Hrnet, Peoplesoft.

	· Possess significant experience in handling and maintaining accounts receivable, accounts payable, Income auditing and financial statements highly responsible and reliable
· Smart & hard worker
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Professional Experience
Accounts Receivable Supervisor - 10/2019 to Current
THE RITZ CARLTON HOTEL, BAHRAIN
· Receiving daily city ledger back up from day auditor and segregating total city ledger charges with the postings.
· Daily city ledger transfers.
· Preparation of staff city ledger deductions.
· Check and verify posting against the billing instruction on contracts LPOs and vouchers.
· Make all efforts in sending out city ledger invoices in 48 hours.
· Attending credit meetings and play an active role in collection.
· Prepare statement of accounts and Pro-forma invoice where appropriate.
· Identify all direct credit received at the bank and make necessary posting in the system.
· Follow-up and reconciles regularly the credit card account to ensure that every single discrepancy is solved and taken care of. 
· Responds to guest credit card enquiries and credit card payment disputes.
· Ensure that individual guest invoices & group invoices are in line with contract.
·  Ensures that necessary information in regard to overdue accounts is provided to the Credit manager.
· Controls the advance deposits account and ensures that credits are applied properly or refunded if not used.
·  Reviews PM (Posting master) and advance deposit account regularly.
· Responsible to prepare DCSO report on a monthly basis.
· Managing month-end closing and reconciliation (Advance Deposits, Security Deposits, Prepaid gift vouchers).

Accounting Supervisor- 02/2015 to 09/2019
THE RITZ CARLTON HOTEL, BAHRAIN
· Ensures that all the daily revenues has been properly recorded in accordance with the policies, procedure, and local regulations
· Prepares reviews and distributes daily revenue reports. 
· Audits daily cash summary and collection and update general cashier’s report.
· Prepares the cashier overages and shortages report and takes appropriate action.
· Reviews front office foreign exchange rates as and when required.
· Maintain tenant contracts and files with strict confidentiality.
· Reviews guest ledger high balances and make necessary follow-up with the guests/tenants to secure additional credit information or obtain immediate settlement.
· Prepare invoices according to contract.
· Reconciliation of Accounts receivable.
· Prepare General Cashier’s JV.
· Prepare bank reconciliation.
· Performing credit card reconciliation on a daily basis.
· Performing month end closing tasks(Revenue, Security deposit reconciliation, General cashier JV, Bank reconciliation, reviewing expenses, Finalizing profit & loss statement & Balance sheet.)

General Accounts Associate – 06/2014 to 02/2015
ACCENTURE FINANCIAL SERVICES
· Carrying on day to day activities on client application SAP & E Downstream
· Research and analysis on the monthly sales & receipt balancing and finding the errors
· Updating the clients about reconciliation status
· Preparing reconciliation reports for each contract with accuracy and quality.
· Reconciliations for the AIR BP contracts in E Downstream with the help of SAP and partner inventory reports.
· Highlighting process issues and resolving them in timely manner.
· Matching BP and the 3rd party data.
· Communicating the errors to the BP analyst to rectify it.
· Posting Gain/Loss entries for southeast marine contracts in client database
Achievements
· Successfully relieved Financial Accountant position during her vacation.
· Successfully relieved Accounts Payable assistant during his vacation.
· Successfully relieved Accounts Receivable supervisor during her vacation.
· Successfully relived Cost & Receiving agent during his vacation.

TECHNICAL SKILL
· Opera
· Tally ERP 9 
· Sun Systems 
· Accord 
· SAP
· MS Office
· Fidelio Material Control
· PeopleSoft
· MIGL
Education

	Qualification
	Board/University
	Institution
	Year of Passing
	Marks (%)/
CGPA

	P G Diploma in
International Business  Operations
	Indira Gandhi National Open University
	Nirmalagiri College 
Koothuparamba

	2014
	58%

	MBA (Finance & Marketing
	Kannur University
	Department Of Management Studies Kannur University
	2013
	62%

	Diploma in Computerised Financial Accounting
	Tally India Solutions 
	Spectrum Computer Education
(Authorised Tally India Partner )
	2011
	80%

	B.B.A
	Kannur University 
	Kannur Institute Of Management & Technology , Kannur
	2010
	49%

	Diploma in Tax Practitioner
	Tax Study Centre 
	Tax Study Centre
	2014
	80%




Linguistic Abilities
	ENGLISH
	· read
	· write
	· speak

	HINDI
	· read
	· write
	

	MALAYALAM
	· read
	· write
	· speak

	TAMIL
	moderate in speak








[image: ]PERSONAL INFORMATION
Date of birth			:	06-03-1990
Sex				          :	Male
Driving License		:	Holder of BAHRAIN Light    Vehicles License (No-900309920)
Marital status		          :	Married 
Nationality			:	Indian
Passport No			:	S9743494
Date of Issue			:	27/11/2018
                       Date of Expiry		          :	26/11/2028

[image: ]Declaration
         I hereby declare that all the fact stated above is true and correct in best of my knowledge and belief.


Place : BAHRAIN                                                                                                 Yours Sincerely
Date:                                                                                                                      (Sunjog Raghavan)
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