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	Profile
	Accounting professional with 8 years of business management experience. Expertise in business development, marketing, client relationship, handling key customer accounts, organising business promotions, market research, administration and supervising staff.

	Personality
	A dedicated team person, who can bring to your business: additional professionalism, passion, productive ideas, enthusiasm and out of the box thinking packed with practical work experience. Also a trustworthy colleague capable of dealing with constant challenges and leading change.


	Career Progression
	


	Nov10till Date

	Complex Credit Manager

	
	Radisson Blu & Park Inn Abu Dhabi Yas Island.



	Apr 09 till Oct10

	Cluster Credit assistant Manager

	
	Hilton Ras Alkhaimah Hotel, Resort &Spa


	Accounts Executive 
	Apr 05-Mar 09

	Le Royal Meridien, Abu Dhabi, U.A.E.


	

	Executive secretary 
	Oct 03–Mar 05

	SGS , Egypt
	

	Marin Inspector 
	Oct 02-Sept 03



	Egyptian Traders for Exporting and Importing , Egypt


	

	
	

	Proven Job Role
	

	Complex Credit Manager,(Radisson Blu & Park Inn  Abu Dhabi)

As a Credit Manager I am responsible to running the Credit Department in a smooth and effective way and in compliance with all policies and reporting to Asst financial controller, whereby My role will include key responsibilities such as:

*Follow up closely on Payment of All accounts.
*Post Payment received to aging and reconcile these payment to open invoices.
*Assist Asst Financial Controller in month end closing and other tasks.
*Assist in the preparation of month end reconciliation and in final monthly closing of the accounts receivable system.
*Coaches Accounts receivable officer.
*Make all necessary adjustments or credits.
*Prepare all appropriate period closing reports and entries.
Cluster Credit assistant Manager,(for Hilton Ras Alkhaimah Hotel And Hilton Ras Alkhaimah Resort&Spa)  

Pulls out all paid invoices as per payments listed on cheques received by the Collector and           hand- over to A/C Receivable on a daily basis.
Assists in retrieving supporting documents for C/L invoicing when required and in 

Arranging files in the record rooms from time to time.

 Assists the A/R in filing i.e. correspondence Sun and OnQ reports.

  Have the ability to handle group, transit and government accounts billing accurately 

  Handle all guest billing issues and disputes including credit card issues and charge backs 

  Update payments and records on a daily basis 

  Maintain separate documents for long outstanding accounts 

  Maintain receivable aging efficiently 

 Experience with Sun Accounting System And OnQ
 Familiar with Opera PMS 

 Experience in other areas of Accounts department 

· . Manage write-offs for non-collectable debts. 

· Handle invoice disputes and queries from credit customers and credit card customers 

· Reconcile accounts receivable trial balances with the general ledger accounts each month and ensure accurate ageing 

· Ensure the correct transfer of city ledger postings from FOH to BOH system & prepare/post city ledger rebates & journals 

· Oversee travel agent commission payment process & ensure group billings are completed as per contract 

· Oversee Advanced Deposit, Accounts Receivable & closing cycle for Accounts Receivable, ensuring that all records/reports are maintained
Accounts Receivable&Bills Collector (For Le Royal Meriedien AbuDhabi)
Accounting Functions - Present

· Setting up and monitoring complete food and beverage outlet revenue and getting it released to the payables/ receivables. 
· Controlling and monitoring daily work flow in the workplace and ensuring adherence to operational procedures. 

· Effectively monitor all risks associated with the cash unit. 

· Suggesting procedural changes thereby improving the internal processes in the workplace.

· Responsible for the Handling all the Audit related compliances for the department.

· Key focus on top line and bottom line profitability by ensuring optimal utilization of available resources. 

· Feeding in key data in the systems and updating the books of records.

· Handling important customers, thereby assisting in generating business through networking.

· Reviewing and analyzing the records of accounts & opening / closing the bills.


Process daily city ledger work.

Maintain all general ledger details on Accounts Receivable.


Assist Credit Manager in day-to-day collection.


Control Hotel Credit Card POS System.


Follow up with Companies to get remittance advice for the payment which I have                             received.   

Handled all payment received from credit manager and posted on right accounts with     

   Allocated.

Customer Service – Present

· Handle Key Accounts and liaise with important customers.

· Follow up with clients on, product satisfaction and special needs.

· Deal with multicultural clients and resolve their complaints through effective convincing. 

· Maintain client relations and ensure customer satisfaction.

· Coordinate with clients, liaise with internal departments and provide sales support.

· Ensure that the customer is well attended through quality service.

Secretary-general ( For SGS & Egyptian Traders for Exporting and Importing )

· Prepare correspondence, reports, and materials for publications and presentation.
· Setup travel arrangements.

· Setup Accommodation and entertainment arrangements for company visitors.
· Maintain calendar.

· Prepare and maintain expense report.

· Answer telephones and handle inappropriate manner (Telephone protocol).

· Create, transcribe, and distribute Meeting Agendas and minutes

· Setup and coordinate meetings and conferences.
· Meet and greet clients and visitors.

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing.
· Maintain hard copy and electronic filing system.

· Coordinate project-based work, Supervise support staff.

· Research, price, and purchase office furniture and supplies.
· Other duties as assigned.



	

	Education
	


	Bachelor of Commerce ( Accounting )
	

	Alexandria University, Egypt.May2002.
	


	Computer Skills
	


Diploma In Software Applications ( MS Office (Word, Excel & PowerPoint), Internet and E-mail applications, COBOL, FoxPro Programming ), Opera System.
Typing Skills: (Arabic, English) Excellent.
Other Skills: (Filling, Faxing) Excellent

	Language Skills
	


*Arabic (Mother Tongue)

*English (Excellent, Written&Spoken)

*French (Elementary)

	Personal Details
	


Nationality
: Egyptian National

Date of Birth
: 30th May, 1978
Marital Status
: Single

Visa Status
: Employment Visa

Driving License: Emirates Driving Institute, Abu Dhabi. Car available

	Reference
	


· Available upon request.

