
[image: image1.png]XGulfjobseeker.com

Helping you to search bestjobs & talent since 2002!



[image: image2.jpg]



CV No: 946326
Mobile: +971505905010 / +971504753686 

To get contact details of this candidate,

Fill Free Job Posting Form and email to corporate AT gulfjobseekers.com

http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
	PROFILE


· Extensive experience in Credit and Collections – hotels and consulting firm.
· Adept at multi-tasking in a fast paced environment while coordinating numerous time-sensitive matters.
· Exceptionally self-motivated starter, organizational and time management skills in order to prioritize workloads effectively

· Interface seamlessly with others from all levels, backgrounds and cultures.
· Computer proficient in Microsoft Packages i.e. Word and Excel.
	WORK EXPERIENCE


	ASSOCIATES Legal Consultants
Credit Controller
	Nov 2009 – Nov 2012
Dubai, U.A.E.


· Liaise with other departments i.e. secretaries, Fee Earners and with the Principal/Owner to ensure smooth business operation while maintaining the high standard and is presented in a manner which is in keeping with vision of an international center of excellence services.
· Provide administrative support for  senior managers i.e. Finance Manager, Fee Earners and Principal/Owner.
· Liaise and actively participating in departmental and project meetings.
· Assists in other aspects of the Finance department i.e. relieves colleagues whenever on leave and in their absence, prepares monthly salary through WPS processing and handles Petty Cash funds.
· Handles and manages the day to day credit and collection related matters in timely manners through phone calls, emails and personal visits to clients on case to case basis.
· Prepares Invoices on daily basis as per Billing notes provided by the Fee Earners and their secretaries, liaise with them to ensure proper charges were made.
· Ensure that those prepared invoices were sent immediately while ensuring that proper departments been recorded as per their categories: Corporate, Commercial, Litigation, IP, Properties and others.
· Follow up payments closely through phone calls, emails and personal visits if required; thereby identifying clients as per their payment histories with some exception to VIP Clients; streamline the credit facilities given to clients and increase collection of payments thereby reducing risk of accumulating doubtful and bad debts accounts.
· Attends Debtor’s meetings on a specific dates in the presence of the Principal/Owner and the Finance Manager – discussing those clients with delayed payments and identifying delinquent payers.

	THE METROPOLITAN HOTEL


Credit Manager 


	January 2000 – May 2009
Dubai, UAE


· Provided administrative support and coordinated with the Financial Controller and the Finance team.  Become and remain informed of all aspects in Credit Manager’s role so as to be able to be pro-active in supervising the Credit and collection team by offering assistance and reminding them of their duties and responsibilities when necessary.
· Diary and Time Management : Consistently trace and  follow up on daily billing to ensure timely delivery of invoices.  Monitor and manage required report for scheduled Debtor’s meetings.  Timely assistance of preparation and compilation of reports, presentations and deliverables. 
· Office Administration : Maintain an efficient and chronological filing system (hard and soft copies).  Receive, assess, respond and redirect mails as necessary. Liaise with the other concerned departments in the hotel mainly the Sales and Marketing and the Front Office.  Prepare meeting agendas and sending to the concerned people prior to scheduled Debtor’s meetings  within hotel’s Management .Attends general Debtor’s meeting with the other sister hotels credit managers. Liaise with the other competitor’s credit managers through emails, meetings and phones with regards to new potential debtor’s credibility.
	THE METROPOLITAN HOTEL
Credit Officer (January 1994 to December 1999)               Accounts Receivable Clerk (January 1990 to Dec’ 1993)

	January 1990 – December 1999
Dubai, UAE


· Provided administrative support to the Credit manager or Credit-in-charge at the start of my career  in the Finance Department in co-ordination with the Bill Collector by ensuring proper billing and timely delivery of invoices to the approved companies on credit.
· During this period – being able to assist other Finance department’s area i.e. Accounts Payable, payroll during their absence or leave by relieving them of their duties.
· Liaise and coordinated with other department in the hotels i.e. Food and Beverage department, Sales and Marketing and the Front Office while maintaining rapport among them to ensure smooth business operations.
· Handled the credit and collection department in absence of the Credit Manager, and later promoted to this post when the position became available and the dedication to work shown proven to be worthy.
· Prepared reports as required, tallying Ageing analysis monthly along with the Sales, prepares monthly journal entries for adjustments subject to approval by the Managements, prepares agenda for scheduled Debtor’s meetings and furnish copies for review the concerned Sales and Marketing Executives before hand – discuss with them personally specially with those delayed payments issues.Assisted in replying promptly to Auditor’s queries when necessary.
· Attends monthly Debtor’s meeting along with the Financial Controller, to draw his attention for any clients with some issues affecting their payments on time.

· Maintain files for regular clients and process credit facility forms for both renewal and new credit terms on selected and approved clients in co-ordination with the Sales and Marketing department subject to higher Management approval. Visit personally clients on case to case basis for following up payments or clarifications on some issues thereby affecting and causing delays on payments.

· Handled guests clients inquiries and complaints received channeled through the Sales Executive concerned.

	AWARDS and ACHIEVEMENTS


· Employee of the Month (The Metropolitan Hotel) - 1996
· Employee of the Month/Year (Trench and Associates) 2011
	TRAININGS and SEMINARS


· Effective Debt Collection & Credit Control Techniques Training – conducted by International Corporate Research.

· Middle Management 2007 Training – by HCT (Higher College of Training)

	EDUCATION


	ARAULLO LYCEUM 


Cabanatuan City, Philippines
	Bachelor of Science in Commerce – Accounting Major 

Year Graduated : 1980


	PERSONAL DETAILS


· Filipino national, Married and living with family in Dubai, Christian, Female.
· Holding valid U.A.E. Driving Licence and on Husband’s Visa.

· Interests : Reading, music, cooking and browsing internet.
	



