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AN OVERVIEW



EXECUTIVE SUMMARY

· Result proven professional with around 3 years of cross-cultural experience in the areas of:

-    Credit Control                         - Accounts Receivable                                   -    Accounts Payables
-    Cash Management
                  - Payroll Management                                    -    Client Servicing



-    Key Account Management      - Banking, Treasury & Trade Finance            -    Internal Audit

· Demonstrated expertise in Training & Development and implementation of new strategies which helps new joinee to learn faster & have grip over the system and grasp knowledge about everything.
· Dexterity in managing overall Business Development & Marketing activities:

· Customer Relationship Management for a high satisfaction index.
· Credit and debt collection
· Skilled in managing teams to work in sync with the corporate set parameters & motivating them for achieving business and individual goals.

· Possess excellent communication, interpersonal and relationship management skills.



EMPLOYMENT CHRONICLE

Since May 2012 – Present: Hotel – Credit Controller Officer
Imperial Suites Hotel Property of Imperial group Of Hotels catering to all segments of the world tourist also containing Desert Rose Hotel Apartment, Rush Inn Hotel, and Imperial Hotel Apartments located in the heart of Dubai, (U.A.E.).

Credit Control:
· Chasing pre and posts by telephone fax or email in the regional market and internationally.

· Resolving customer queries with best customer service.
· Responsible to organize monthly meetings among the team and different departments, to discuss any issues and suggesting possible measures for smooth functioning of the business.
· Implement and maintain an effective and professional credit control system for the company group.

· Review the company credit control policies and develop and implement enhancements where required.

· Set and monitor credit limits.

· Assist in developing and implementing a Direct Debit payment system.

· When required initiate proceedings to ensure outstanding debts are bought a satisfactory conclusion

· Suspend credit facilities in accordance with Credit Policy. 

· Well versed with duties performed by other team members to enable adequate cover to be provide at all times of holiday/absence

· Building relationships with the clients
· Providing weekly and monthly reports to Line Manger, Financial Controller, General Manager and Directors.
· Highlighting the risk oriented payments and clients.

· Frequent use of flexible payment system for across the board clients.

· Maintaining strong onsite payment portfolio.

Accounts Payables:
· Supervision of all accounting & finance operations.
· Maintaining and reporting management accounts, intergroup reconciliations, receivables & payables management & inventory control.
· Approving the supplier’s payments and commission, with necessary supports 
· Processing monthly salaries under WPS.
· Maintaining a petty cash float of AED. 100,000 & keeping a record of petty cash voucher.
· Assisting the subordinate in reconciliation of bank statement and others.

· Assisting in finalization of accounts including ledgers for audit purposes and dealing with auditors; Maintenance of Post Dated Cheque and timely deposit into the bank.

· Calculation of booker’s commission and having an eye on it so that the same transfers (Bank transfers) to their account in a timely manner. And liaising with the banks in case of any issues.
· Responsible to prepare and make utility payments of the “Hotel and Staff accommodation” as well as “Dubai Municipality” and “DTCM”.

Accounts Receivables:
· Reviewing the work done by the team members.

· Resolving or reporting the accounting and other issues identified.

· Ensure that payments are correctly allocated, to the appropriate account and against the appropriates invoice

· Prepare and send balance confirmation letter and SOA to the clients’ and receive the same duly stamped from them for auditing purpose.
· Resolving and answering customer queries with best customer service.

· Liaising with other departments regularly in accordance to smooth handling of queries.

· Dealing with unallocated payments.

· Ad-hoc duties requested by General Manager& Directors.

· Debt collection

Achievements:

Joined this organization in May 2012 as an Accountant, and promoted to the post of “Credit Controller Officer” (CCO) within a span of 6 months after joining. Leading a team of 8 team members.
Since March ’11 – March ‘12: JP Morgan Chase Pvt. Ltd. – Transaction Processing Market Specialist
JPMorgan Chase & Co. is an American multinational banking and financial services holding company. It is the largest bank in the United States, with total assets of US$2.515 trillion. It is a major provider of financial services and according to Forbes magazine is the world's third largest public company based on a composite ranking.
Process: OTC Trades EMEA Settlements
Duties & Responsibilities:

· Responsible for opening & closing of the securities account, which enables clients to trade in an Off-Exchange market i.e. OTC Trades. Across 45 European & Middle East Markets.

· Interacting with the agent bank situated in their respective country on a regular basis and identify if there are any issues with the settlements of any trades and making a possible amendments through SWIFT (MT599) with respect to settlement of the trades for instance “Partial Trades Settlement”.

· Providing format to counter parts to process the trades (Cross-Border trades), so that the same can be settled without any discrepancies.
· Responsible to settle the trades partially, on receipt of clients’ instruction via SWIFT. And advising the same to the agent bank via SWIFT (MT599) message.
· Responsible to take hurdles and discuss every point amongst the team.

· Responsible to check the queue on religiously basis and action the received MT599 in a timely manner
· Responsible to CODE the trades (MT548), on the basis of the instruction received by the agent bank.

· Had also provided training to the new joiners, as well as to the existing team in different countries.

· Also worked in migrating a process “Transitions Trades” from Luxembourg to India (Mumbai).

Achievements: 

Rewarded “Zing Star of the Month” for three consecutive months, with regards to opening of the Securities accounts within the prescribed time frame, with huge volumes in Israel, Croatia, Italy, Sweden, Romania, Norway & France market with record breaking account opening in Sweden (40) & Israel (76) under one request. For settling the Cross Border & Transitions Trades in a timely manner; for instance, Austria to Canada and Italy to France.
Since Oct.’10 – Dec.’10
: Intelenet Global Services – Financial & Accounting Executive

Intelenet Global Services is a third-party Business Process Outsourcing (BPO) & contact centre provider headquartered in Mumbai, India, backed by Blackstone Group. The company offers 24/7 services for contact centre, transaction processing, finance & accounting and human resource outsourcing services to Fortune 500 companies in the UK, US, Australia and India.
Process: Best Buy Co. Inc. (Accounts Payables & Customer Service)
About Best Buy: Best Buy Co., Inc. is an American multinational consumer electronics corporation headquartered in Richfield, Minnesota, a Minneapolis suburb. It operates in the United States, Puerto Rico, Mexico, Canada, and China.
Duties & Responsibilities:

· All the expenses incurred by the company in different countries- needs to be processed in the respective heads as per their applicability (nature of expense) only in urgent cases.
· Responsible to receive all the invoices in proper order on time from different countries

· Segregating the received invoices amongst the team members to process in ORACLE system
· Supervising the processing done by the team members and guide them if require
· Liaising with network (U.S.A.) on weekly and monthly call to resolve any issues raised by the team members

· Handling & Updating the clients on their payment status via email and telephone.


SCHOLASTICS

· Bachelors of Commerce Banking & Insurance (BBI) - specializing in Banking & Insurance field from Mumbai University, India in the year 2010. Passed out with O grade and 70% in both the semester.
· H.S.C. Passed with First Class from Maharashtra Board.
· S.S.C. Passed with First Class from Maharashtra Board.
EXTRA CURRICULAR ACTIVITIES
· Participated in various activities in schools & colleges such as, English & Hindi Elocution, Elementary Competition, Dancing, Acting, Mono Acting and Fashion Show.

· Also been a part of sports activities such as Volley Ball Match, Captain of M.C.C. & N.C.C. in school, played and represented my college at inter college level amongst top colleges of Mumbai in Carom board and Table Tennis
· Attended industrial tour organized by Mumbai University to Pune, Bangalore and Hyderabad.
· Excellent presentation skills (Power point and OHP).
IT Skills
Well versed with SWIFT, COSMIC, TLM, Oracle, Intellectual Data System (IDS) MS Office and Internet Applications.
Capable and confident to learn any accounting software quickly.



PERSONAL VITAE

Date of Birth


: 

13th August, 1986
Marital Status


:

Single
Driving License


:

UAE

Languages Known

:

English, Hindi, Urdu and Marathi
References                 

: 

Provided upon request 


DECLARATION
I hereby declare that the above mentioned information is true to the best of my knowledge.
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