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CAREER OVERVIEW & OBJECTIVE 

Over Eight years of specialized experience in the fields of Finance & Accounting in hospitality Industries.
Seeking a career oriented job which needs a professional touch with respect to my educational background and working experience. Provide leadership in establishing and maintaining constructive, harmonious and in order to build a satisfying work environment and to improve self-productivity and performance standard. Most important of all I am in search of a job which is full of challenges.
EMPLOYMENT EXPERIENCE:
THE HOTEL, DUBAI (Formerly known as The Hotel- Dubai)
 Dubai, U.A.E. 

Position
:  Assistant Credit Manager (from April 2010 to till date)
Responsibilities: 

· Supervise Accounts Receivable activities in terms of billings, payment postings and internal follow-ups.

· Review guest ledger high balances and make necessary follow ups with front office to secure additional credit information or obtain immediate settlement.

· Analyze credit risk and approve or decline credit requests and send letters to the customer either accepting or rejecting the customer’s applications.
· Prepare a list of authorized credit accounts and distribute to Front Office, Reservation, Food & Beverage and sales Department on a monthly basis.

· Verify Credit worthiness of the new customers through various available sources (e.g.: Bank, Trade and credit association network.

· Follow up returned cheques, Credit card charge back and skipper Accounts.

· To supervise the activities of the credit staff in regards the day to day work.

· Review the trial balance and AR Aged Summary
· Review credit requests that exceed the limit set.
· Ensure that necessary information in regard to overdue account is supplied to the credit Manager Periodically.
· To keep close contact with related departments in regards to AR related issue and to make that credit policy followed by related departments.

· Review status of slow players

· To review & reconcile all over the 90 days status report.
· To Monitor the Bank transfer to the Hotels bank account on daily basis in regards the AR payment or advance payment.

· To review the sales Contracts/Offers on daily basis and issuance credit notes if any.
· Reporting to the Credit and Business Support Manager.
The Dubai

 Dubai, U.A.E. 

Position
: Credit Supervisor (Since Nov 2007 to Mar 2010) Pre-Opening Team Member.
Responsibilities: 
· Control the advance deposits account and ensure that credits are applied properly or refund if not used.

· Prepare the action plan for collect the due & over due from customers on day to day basis and emphasizing on overdue amounts.

· Following up dispute charges and reconcile /prepare the customer statement.

· Monthly Bad Debt provisions and year end entries for Bad debts and Manage large or marginal doubtful accounts.

· Prepare month end, quarterly and year-end report and conduct monthly credit meetings in absence of credit Manager.

· Year end roll forward for the New Year.

· Send statement of accounts to all credit customers within a week of the month end.
· Reconciliation of credit card on daily basis and respond to guest, credit card queries

· Review and follow up paymaster account on daily basis.

· Correspondence, fax/letters regarding payments and queries.
· To issue timely reminder letters to the due and overdue customers
· Banquet Event,conventions,seminers and group stay in order to ensure that all services were charged according to the agreement
· To make sure that the credit card payments are done on daily basis and to ensure that the credit card machines are run smooth operations.
· Reporting to the Credit Manager.

Burj Al Arab
Dubai, U.A.E. 

Finance Assistant-Credit (Since May 2005 to November 2007)

Responsibilities:
· Verify the all bills with customers approved credit limit and payments mode, discount etc.

· Post all JV entry pertains to Debtors account. (Such as rebate JV and Credit card Commission.)
· Prepare the action plan for collect the due & over due from customers on day to day basis

· Following up dispute charges and reconcile /prepare the customer statement.

· Strictly maintain the action plan for collection according to ageing analysis.

· Analyzing the Customer profile & Credit Request.

· Preparing accrual for TA Commission 

· To verify the applied rate for travel agencies checked out is correct and vouchers/rooming list is attached to the folio.
· Check all credit bills & compare with the rates offered by the Mgt. Time to time.

· If customer credit limit is beyond the approved credit limit then inform to F.C. and according to customer previous transaction & strength provide the details for increase/decrease the approved limit.

· Review/ update action plan with current status.

· Processing and dispatching customer invoices
· Write offs approved/Entered prior to month end.
· Print “aged and summary Debtors” report including employees and compare with GL balance
· Reporting to the Credit Manager.

Hilton Int’l Hotel 

Fujairah, U.A.E. 

Accounts Receivable (Since Dec 1999 To April 2005) 

Responsibilities:
· Prepare the action plan for collect the due & over due from customers on day to day basis

· Prepare the monthly Closing Report, Quarterly Report. 

· Follow up &report the details of honored/dishonored cheques from customers        

· Verify the all bills with customers approved credit limit and payments mode, discount etc.

· Maintain the list of customers with credit limit details.

· Organizing a monthly credit meeting with the GM.

· Post all JV entry pertains to Debtors account.(Such as rebate JV and Credit card Commission.)
· Strictly maintain the action plan for collection according to ageing analysis.

· Analyzing the Customer profile & Credit Request.

· Maintain and review the rate & discount/special discount rates (i.e. Season/Non season rates, festival rates according to Mgt. Policy.)

· Check all credit bills & compare with the rates offered by the Mgt. Time to time.

· If customer credit limit is beyond the approved credit limit then inform to F.C. and according to customer previous transaction & strength provide the details for increase/decrease the approved limit.

· Review/ update action plan with current status.

· Properly adjusted the advance with bill amount.

· Write offs approved/Entered prior to month end.

· Print “aged and summary Debtors” report including employees and compare with GL balance.

· Reporting to the F.C.

Accounts Payable (Reliever) Hilton Int’l Hotel-Fujairah, U.A.E
· Prepare payments for all suppliers.

· Month end Accounts payable Aging report Tally with the balance sheet.

· Ensuring necessary documents back up (e.g. Invoices, statements of Accounts, Receiving      Reports and purchase orders.

· Reconcile the supplier Statement.
· Post all purchasing invoices for food, beverage, engineering and general store.

· Pay water, electricity, telephone and other municipality dues through the Sun Accounting system.

· Post all inter-hotel invoices and affiliated charges from Hilton International.

· Co-ordinate with the Auditor (Internal & External).
· Manage the Weekly cheque run and Record all cheques.

· Prepare vendor cheques for mailing.

· List all suppliers’ cheques in the log book.

· Prepare manual cheques as and when required.

· Maintain updated suppliers files and file number.

· Process backup reports after data entry and maintain the general ledger.

· Reporting to F.C.
QUALIFICATIONS: 
· Bachelor’s degree in Commerce.             
COMPUTER SKILLS:
Well versed in the usage of the following Accounting Software:

Solomon, Sun System (Ver. 4.2), Fidelio 6.04(10), Opera Version 4.0 MS Office 2000/2007.
Strengths: Sincere, Hardworking, Self-Confident, Team Spirit, Dynamic and Possessing Excellent Communication, and Leadership.
Language Known: Can Read, Write & Speak in English and Bangla & fluently communication in Arabic and also possessing good command over Urdu & Hindi.
Interests: Reading, Music and Travelling

References: Available at request.
PERSONAL DATAILS:

PLACE OF BIRTH: 

Noakhali, Bangladesh. 

MARITAL STATUS: 

Married

VISA STATUS:                      Employment Visa (Transferable)

DRIVING LICENCE:
U.A.E. 
Merits & Achievements: 

Award For:   Burj Al Arab: Best Newcomer August 2005.

The Monarch Dubai: Jewel of the Month 2008 (Heart of the House)          For outstanding performance and hard work.

