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	Summary

	 
	

	Accounting and business professional with broad experience in all aspects of accounting and financial management. Demonstrated hands-on management style in the development and implementation of strategic plans to ensure company growth. Solid planning and organizational skills in coordinating all aspects of each project from inception through completion. Well disciplined with proven ability to manage multiple assignments efficiently under extreme pressure while meeting tight deadline schedules. Ascertain needs and goals, streamline existing operations, turn around unprofitable functions, envision new concepts and future trends, and follow through with development, direction, and accomplishment. Effectively communicate direction, commit people to action, and convey complex information in easily understood formats.

	


Work History
Hanil   General Trading & Contracting Co                   December 2015to till Today
Finance & Admin Manager

MovinPick   Catering Company                                    1st December 2014 to November 2015
     Financial Controller 

Seashell Julai’a Hotel & Resort (Kuwait, Julai’a

     1st April 2009 –November 2014
A five star hotel and resort facility with 56 rooms and 78 chalets with recreational activities including seashore activities, Gym facility, Gaming zone, 3 beautiful swimming pools, having banquet, meeting  facilities and a huge tent for functions and open days and 5 international restaurants.
Financial Controller
Job Responsibilities:

1. Knowledge of all Accounting Practices, Procedures and Policies including Seashell SOP’s, Hotel LSOP’s and all related Seashell Corporate policies.
2. Sound understanding of front and back office systems is displayed. Able to display good knowledge and skills of Microsoft Office products, e.g. Excel, Word and PowerPoint.
3. Ensure P&L Accuracy and Timelines:

· Costs are properly matched to Revenues. 

· Costs are accurately recorded in the proper accounts. 

· Period end information is transmitted to Head office on a timely and accurate basis. 

· Preliminary statements are delivered to Executive Committee and Department heads within 2 days of month end, and final statements within 5 business days.
4. Establish an effective Internal Control System in the property to ensure: 

· Sound cash controls are in place. 

· Sound payroll controls are in place. Payroll is at all times in-line with Kuwaiti Legislation 

· Sound disbursement controls (rebates, petty cash and accounts payable) are in place. 

· Sound F&B cost control systems (including bar and stock controls) are in place.

· The control systems are monitored and audited on a regular basis. 
· Monthly/Quarterly/Yearly Audits are completed in time and the outcomes are updated on QuickBase.com with follow-up on week points, if any.

· Audit exceptions are documented and corrective action taken. 

· Controls and related procedures are explained to all associates. 

· Property managers are encouraged to take ownership of the control system within their departments. 

· Segregation of duties for non-compatible functions is enforced.

5. Reconcile all A&L accounts on a monthly basis to adhere Company standards:

· All accounts are reconciled within 2 but no more than 3 weeks of period end. 

· All account balances are documented by physical counts, paid invoices, signed contracts or other supporting information. 
6. Working capital Management standards are met, are within the framework of the Management Agreement and  needs are minimized :

· Seashell reimbursements are paid in full per the monthly invoice.  
7. Full compliance with Management agreement terms:

· Owner profit is accurately calculated and booked in accordance with contract terms. 

· Payment is made to the owner within the contract terms. 

· Payment is supported by a profit distribution letter in the proper format. 

· Owner P&L and the capital expenditure summary and detail are sent with the profit distribution letter.
8. Seashell Profits, i.e. Incentive and all Seashell (Base / Royalty) fees are accurately calculated and booked in accordance with contract terms:

· Incentive fee deferral and recovery is accurately forecasted to ensure proper handling of current fees and cash. 

· Payment is made to Seashell the contract terms.

9. Ensure that the Credit Policy is being followed and implemented by departments concerned and Receivables are maintained within standard:

· Customer bills are accurate, have required detailed supporting information, and meet customer requirements. 

· Group customers are billed using the Group Master Billing option within Property Management System. 

· Transient customer bills are mailed the day following check-out. Group customer bills are mailed or hand delivered, if appropriate or as per local practice, within five days after check-out. 

· DOF / Controller reviews the status of all bills exceeding USD $10,000 that remain unpaid in excess of 60 days and monitors collection efforts.

· An audit system is in place to ensure accounts are not aged in the guest ledger. 

· A/R Receipts are posted daily. 

· Write-offs are reviewed, authorized and signed off by the GM in accordance with SOP. 

· Accounts receivable aging is reviewed no less than once per month. 

· Bad debt reserve is sufficient for any doubtful accounts.

10. Capital Expenditure needs (current and future) are anticipated and planned for when preparing CEP budgets. The CEP Reporting System (CAPTEN) is up-to-date and used as a management tool. Capital expenditures are accounted for properly:

11. Operating results are critiqued each month on a timely basis, with follow-up actions to major issues identified:

12. Lead the Forecast process in the property with a high priority on Accuracy, keep all managers accountable.

· Sales Strategy meetings are held weekly to critique past forecast accuracy and prepare current forecast. 

13. Participates in and contributes to all material property decisions, providing financial leadership. 
14. The financial policy and perspective is shared and understood by associates. 
15. Financial Training for Property Supervisors and Management are conducted not less then twice a year. 
16. Consults with and supports the activities of the hotel General Manager and members of the Executive Committee. 
17. Establish an effective cross training program within the department. Train Accounting employees and prepare Job Descriptions and responsibilities if required.
18. React to Corporate and Regional requests.
19. Replace the Finance Director/ in his absence.

Side Responsibilities:
1. Participate in the Quality improvement process

2. Participate in the MOD (Manager on Duty) Program.

3. Maintain a close relationship with other department heads.

4. Work closely with the hotel team either in finance or other departments to ensure smooth communications are maintained.

5. Comply with any additional responsibilities could be assigned by the Dir of Finance.

Marriott International Hotels (Kuwait City)

          1st Sept. 2007 to 30Sept. 2008
Le Meridien has been taken over by Marriott International with slight improvements in procedure.

Courtyard by Marriott has 305 rooms with 21 story building having 4 restaurants / Array Ball Room for all banquet facilities, unique in its own kind of service in Kuwait managed by Marriott International as their third property. 
Chief Accountant / Shared Services (JW Marriott, Courtyard by Marriott & Arraya Ball Room) (Promoted from Account Supervisor)
Job Responsibilities:
1. Overall look after of accounts department.

2. Conducting internal department audit for Hotel.

3. Conducting daily cash position

4. Conducting intercompany related balance reconciliation

5. Conducting balance sheet (A&L) reconciliation & bank reconciliation
6. Doing month end closing

7. Preparing P&L book for owner and management

8. Doing bank reconciliation

9. Review the check of all expense and petty cash before forwarding to Director of Finance

10. Making and sending monthly reports required by Area office, Head office and owning office.

11. Preparing the budget and forecast for the hotel.
12. Preparing CEP reconciliation

13. Worked for the three properties as a shared service.

Marriott International Hotels (Kuwait City)


July 2003 to 31st August 2007
Accounts Supervisor (JW Marriott, Courtyard by Marriott & Arraya Ball Room) (Promoted from Accounts Payable)
Job Responsibilities:

1. Supervision of accounts department.

2. Helping staff for day to day work.

3. Helping in preparing reports for finance.

4. Helping in training the staff.
5. Doing month end closing

6. Preparing the JVs and adjustment.

7. Overlook general cashier deposits.

8. Maintaining owner’s current account.

Le Meridien Hotel (Kuwait City)




Aug. 2002 to till June 2003
Le Meridien Hotel is in heart of the Kuwait city having 315 guest rooms with 5 International Restaurants and two banquets halls with meeting room and a lot of recreation facilities.
Accounts Payable (Promoted from Income Auditor)
Job Responsibilities:
1. Making payment for vendor on monthly basis.

2. Issue salaries and vacation checks.

3. Making daily bank position.

4. Post related expense paid through petty cash and bank transfers.

5. Prepare vendor aging.

Le Meridien Hotel (Kuwait City)





Feb. 1996 to June 2002
Income Auditor (Promoted from Night Auditor)
Job Responsibilities:

Le Meridien Hotel (Kuwait City)
Le Meridien Hotel (Kuwait City)





Nov. 1994 to Feb. 1996
Night Auditor (Promoted from Restaurant Auditor)
Job Responsibilities:

1. To control all finance related work for restaurant and front office, check in and checkout folios.

2.  To match all the reports of daily work

3. Split all the revenue to the proper accounts.

4. Prepare general hotel income reports.

Le Meridien Hotel (Kuwait City)





June 1994 to Nov. 1994
Restaurant Auditor (Promoted from Restaurant Cashier)

Job Responsibilities:

1. Handling all restaurant activities.
2. Checking RAMANCO reports and balancing them with LANDMARK system.

3. Preparing F&B reports.

Le Meridien Hotel (Kuwait City)





June 1993 to June 1994
Restaurant Cashier 
Job Responsibilities:

1. Preparing restaurant checks.

2. Payment collection.

3. Control the financial statements.

4. Reporting to income auditor.

EDUCATION & CERTIFICATIONS
B.A (Bachelors in Arts) from University of Punjab 1984
F.A (Inter in Arts) 1980

Matriculation 1978

Certificate of Achievement in Navigating Through Change (Marriott)

Certificate for completing Essential Skills for Supervisors and Managers (Marriott International) 2003

Certificate for completing Essential Skills for Supervisors and Managers (Marriott International) 2007

Certificate for completing Spirit to Serve Program (JW Marriott)

Certificate of Cross-Exposure Training (Le Meridien Bahrain)

Certificate of Appreciation (Marriott)

Certificated Member of Pre-Opening Team (Courtyard by Marriott kuwait)

Certificate for completion of Sun and Vision Basic Marriott Reconciliation Procedures (Marriott)

Certificate for completion of Forte Commitment to Excellence (Forte)

Certificate for attending the Train the Trainer Seminar (IIM)

Certificate of Achievement as Champion Team Player (KHOA)

Certificate for completing Financial Accounting for the Hospitality Industry (Educational Institute American Hotel & Motel Association)
PERSONAL INFORMATION
Date of Birth




August 14, 1960

Marital Status




Married 
Nationality




Pakistani

Visa Status




18 No. Transferable

Driving License




Valid Kuwaiti Driving License

