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RATHEESH 

Dubai, UAE

Email: ratheesh.113963@2freemail.com 
Valid UAE Driving License; 5 years UAE Experienced;

Position Applied: Accountant/ Credit Controller/Office Administrator

EDUCATION


Master of Computer Application (MCA), Bangalore University, Karnataka, India-2008
Bachelor of Computer Application (BCA), Manonmaniam Sundaranar University, Tamil Nadu - 2004


PROFILE


To become a part of the organization where I can apply my Knowledge enhances my skill and be able to contribute growth and success of the organization. 8 years of experience as

Accountant / Admin Executive / Desktop Support in different companies in India & UAE. Now looking for a suitable position with a company which offers genuine room for progression and where I can make a significant contribution.

TECHNICAL SKILLS


Tally ERP9
WIGIL Software
CCNA
MCP
Ability to type at least 60+ wpm.
Knowledge in All Micro Soft Applications.
LANGUAGES KNOWN


English
Hindi
Malayalam


WORK EXPERIENCE


Better Car L.L.C, Dubai, UAE From Sep 2013 to till date
Accountant cum Admin Executive

Major Job Responsibilities:

Collect outstanding debts from clients and achieve collection target to ensure positive cash flow.
Maintain debtors book to ensure that the debt status is accurate and latest
Monitor slow moving accounts to identify delinquent debts and take necessary action to recover the debts
Ensure that accounts payable are paid in a timely manner
Review collection queue to perform collection activities accordingly.
Adhere to customer’s policies and procedures.
Close a specific number of collection accounts each month to meet assigned target.
Contact debtors and implement repayment schedules and terms
Follow legal requirements during debt collection to avoid legal issues.
Attending suppliers meeting to develop new contacts and to know market rates of the products.
KEY SKILLS


Strong oral communication skills
Leadership qualities and Team Player.
Strong Advanced Excel skills and Analytical thinking.
Strong problem solving skills, with an ability to think out decision.
Communicate effectively with internal and external staff.
Having an excellent customer service skill.
Hardworking, Dedication, Confidentiality.
Strong organizational, administrative and analytical skills.
Excellent spelling, proofreading and computer skills.
Ability to maintain confidentiality.
PERSONAL DETAILS


Date of Birth
: 08th Feb 1983

Gender
: Male

Nationality
: Indian

Marital Status
: Married

Visa Status
: Employment Visa

Joining
: 1 Month Notice



Calculate and issue financial and operating metrics
Handling the inquiries from existing and new suppliers and provides details through e-mail or phones.
Maintaining and developing relationships with existing suppliers via meeting, telephone and mails,
Ensuring the product delivered has high quality and low cost.
Keeping a contract check on stock level
Shalom networks, PVT LTD Kerala, India. From Oct 2010 to Oct 2012
Desktop Support

Major Job Responsibilities:

Installation, Administration and Configuration of Windows Servers 2003/2008 and Clients XP/Windows 7workstation operating systems.
Maintained the availability of computer resources including servers, workstations, laptops, printers and multimedia equipment’s.
Set Rights and Permissions to files, directories, users.
Configuring, Administering and Troubleshooting Problems for Network Printer.
Taking the backup of Data to Server from Clients.
Solving the server and client connection problem
Cabling UTP cable and Crimping RJ45 Connectors to cable.
O/S Installation, up gradation, Dual Booting.
Antivirus Installation & Configuration.
Installation & Configuration of Active Directory Services [ADS], Domain Name System (DNS), DHCP server, Web servers, FTP sites, File servers, Print Servers in Windows 2003/Windows 2008.
DECLARATION


I hereby declare that the above given information are correct to my best of knowledge and belief.

