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Profile:

My personal mission statement is to work smart and enjoy working with a group of highly motivated principled people who are effective as a team, especially in a marine organization, as I believe that the skills I have acquired in the course of my professional & educational experiences will be valuable asset for a reputed organization.
Professional Experience

                                                                                June 2007 to till date

Accounts Executive
Finance Dept, reporting to Financial Controller

Nature of Job                                        

· Accounts Receivables / General Cashier 
Preparing Accounts receivable aging report and following up of for payments, resolving all the customer related queries and arranging collection for payment of local and international customers, reporting problematic customers to management to escalate for tougher action for recovering payment, preparing credit limit statement for customers for management approval, briefing to financial controller about payment received from customers on fortnightly basis to get debtors balance position for monthly P&L, keeping a close watch on payments received from the customers as   per SOA, resolving customers queries related to SOA. .

General Cashier: Preparing deposit slips for cheques and cash, disbursing petty cash for office routine, preparing payment vouchers and petty cash vouchers and collecting day to day sales cash from different departments. Preparing cash tally statement on daily basis, verifying cash on weekly basis by managers, arranging foreign currencies with best rates from exchange houses, disbursement of staff salaries which are cash oriented, preparing bank documents such as L/C’s, Bank Guarantee, Bid and Performance bonds, etc.
                                                                  June 1998 to June 2007
Technical Administrator (Service Dept.)
Nature of Job
· Preparing Service Confirmations for service jobs in vessels, quotations for materials relevant for GMDSS, Radar & Gyro Compass, Satcom , AIS / SSAS installations / other services. 

· Entering Job Sheet register by confirming relevant documents attached to the Job Sheet, and then passing it to stores department. 

· Sending the completed the job sheets to the Ship owners / Agents and to manufacture of equipment.

· Typing various Radio Survey forms GMDSS / Telephony / Telegraphy on behalf various international class societies such as ABS, DNV, BV, LLOYDS, NKK, GERMANISCHER LLOYD, RINA, IRS, and ISB, PANAMA. And despatching the same.

· Preparing Inventory control sheets for Globe wireless and Marinet equipment, and updating all re-conditioned equipment used with invoice value.
· Co-ordinating with vessels agents, ship owners, for E.T.A. & E. T. D of Vessels in UAE ports for services to be rendered for (Navigational Electronic Equipments) which is been fitted on ships such 
as GMDSS, Radar, Gyrosphere, Satcom, Globe wireless, Email System, AIS Etc., maintaining job sheet data for services completed (installation, commissioning and servicing) on various vessels that range from Tankers, LPG/c, Cargo vessels, Container vessels, USS and RFA Navy Vessels,  Large & VLCC ships on shore & Offshore attendance for the ships in respective ports in UAE and in International Water provided with visa availed and making all necessary arrangements for engineers for out station jobs.

· Preparing SHORE BASED MAINTENANCE CONTRACT for vessels fitted with GMDSS Equipments for A1, A2, and A3 stations. Preparing all necessary documents for engineers to attend job-training courses abroad from equipment manufacturers (Visas, Hotel Booking, and Insurance etc.)

· Maintaining relevant supporting documents for Quality procedures for ISO standards 9002:2000. Preparing schedules for internal and external Quality audits.

· Customer service / attendance at workshop for equipment received and arranging delivery after repairs are completed. Attending phone calls from customers for required services to be rendered in a positive attitude.

· Maintain stock register for selective manufactures equipment and re-conditioned Equipment.

· Preparing Airfreight shipment documents, such as bill of lading, commercial invoice, packing list, delivery order, administering the supply chain and logistics as per UCP600.


Shipping Services, Dubai (MMI)                                                                 October 1992 to October 1997   
Sr. Operations Executive with Inchcape

(Ship Services Dept)
Nature of Job 

· Preparing Fund Call Statement as per Voyage Check list, Preparing vessel tell tale Monitoring Funds credited to Bank A/c. Crew movements of vessels,  Monitoring vessels ETA’s and ETD’s Acknowledging telexes of Vessels and Principles, Monitoring total vessel calls & launch trips, budgeted revenue & total revenue Compiling tariff to increase sales. Reviewing Sales Report of International and local clients. Preparing Daily Position Report / Sheet, Coordinating with parties concerned of Vessels staying in port and informing the ship owners. Monitoring services rendered to the vessel in Dubai and Northern Emirates, including freight loading and delivery to the concern parties. Coordinating with all marine navigational equipment parties for vessel services onboard and updating the ship owners for cost involved.

· Checking with ship owners for all crew movements for on signers / off signers, arranging hotel booking, and air passage accordingly. Meeting the target of launch trips availed for the month and services rendered to various ship owners in coordination with relevant service oriented customers.

Dubai Marine Hotel (Ascot Hotel) -Dubai                                             September 1989 to October 1992.
Computer Operator/ Pay roll in charge 
Nature of Job
· Posting of invoices for customers and making customer statements, preparing General Ledger statements, posting Journal Vouchers, preparing pay roll statement, preparing inventory of food, beverage, electrical, mechanical, stationery items, Preparing Daily Income Report and assisting General Cashier in routine job. 

Educational Qualification
· B.Com from Madras University, Madras.

Computer Literacy
· Good Knowledge of MS Office 

· ERP- Microsoft Dynamics – Great Plains

· BPR (Business Process Re-engr)-Howarths Solutions (USA)


Language Known
· English

· Hindi

· Malayalam 

· Tamil

Personal Details
Date of Birth

:
15th December 1967
Nationality

:
Indian

Sex


:
Male

Marital Status

:
Married

Visa Status

:
U.A.E Residence Visa


.

Page 1 of 3

