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Objective
To obtain a full-time position at an international company in Administration department based in Dubai, UAE, that would enable me to use my skills in the best possible way for achieving the company’s goals.

Professional Profile

An enthusiastic, young professional who has graduated with a BA Degree in Management from Moscow Economical Institute with strong organizational skills and understanding of basic accounting principles. A keen and adaptable learner who works well independently or as part of a team with previous work experience in hospitality and telecommunications. Utilizes excellent communication skills to exceed in all areas of accountability. 

Career Summary
	2013 – 2014
	DEBT COLLECTOR

	First Security Group LLC, Dubai, United Arab Emirates


· Collect outstanding debts from clients and achieve collection target to ensure positive cash flow.  

· Maintain debtor’s book to ensure that the debt status is accurate and latest. 
· Develop reports and feedbacks for division management on fixed and required date. 

· Monitor slow moving accounts to identify delinquent debts and take necessary action to recover the debts. 

· Post customers’ check and ensure timely credit transfer. 

· Review collection queue to perform collection activities accordingly. 

· Adhere to customer policies and procedures. 

· Close a specific number of collection accounts each month to meet assigned target. 

· Contact debtors and implement repayment schedules and terms. 

· Assist the company to take legal action against debtors by providing necessary information. 

· Maintain security and confidentiality of company and customer information. 

· Follow legal requirements during debt collections to avoid legal issues. 

· Attend company trainings for professional growth and skill development.

	2011 – 2013
	SENIOR ACCOUNTANT

	Navkar-Servis LLC, Tashkent, Uzbekistan


· Preparing financial and tax statements according to monthly close schedule. 

· Conducting payroll payments, vacations, compensations and hospital payments.

· Introduction of settlements with suppliers and customers.

· Registering authorisation letters and power of attorney.

· Clearance of incoming and outgoing invoices.

· Cash operations.

· Compiling advance reports.

· Working with accounts receivable.

· Clearance of incoming and outgoing orders.

· Maintaining cash book.

· Compiling of internal financial reporting.

· Maintaining records of inventory and fixed assets, inventory control.

· Preparing contracts and other agreements.

· Conducting Inventory Tool.

· Making payments through the system "Client-Bank".

· Preparing monthly account reconciliations. 

· Assisting with financial and tax audits. 

· Assisting with quarterly reports; analysing and correcting discrepancies.
· Assisting in documentation and monitoring of internal controls.
· Other projects as assigned.
	2009 – 2011
	SALES EXECUTIVE

	City Palace (former Sheraton Markaziy) five star hotel, Tashkent, Uzbekistan


· Listening to customer requirements and presenting appropriately to make a sale.
· Maintaining and developing relationships with existing customers in person and via telephone calls and emails.

· Cold calling to arrange meetings with potential customers to prospect for new business.

· Responding to incoming email and phone enquiries.

· Acting as a contact between a company and its existing and potential markets.

· Negotiating the terms of an agreement and closing sales.
· Gathering market and customer information.

· Representing the hotel at trade exhibitions, events and demonstrations.
· Negotiating on price, costs, delivery and specifications with buyers and managers.
· Challenging any objections with a view to getting the customer to buy.

· Advising on forthcoming product developments and discussing special promotions.

· Liaising with suppliers to check the progress of existing orders.
· Gaining a clear understanding of customers’ businesses and requirements.
· Reviewing your own sales performance, aiming to meet or exceed targets.

· Recording sales and order information and sending copies to the manager, and entering figures into a computer system. 

· Attending team meeting and sharing best practice with colleagues.
	2007 – 2009
	SALES MANAGER

	Albatros internet service provider, Tashkent, Uzbekistan


· Organizing sales visits.
· Presenting products.
· Gain new business.
· Maintaining accurate records.
· Reviewing sales performance.
· Negotiating contracts.
· Taking care of providing high quality speed to all subscribers.
· Attending and presenting at trade shows.
· Consulting customers and concluding contracts with them.

· Making out invoices.
Education: 
	Bachelors Degree (BA)


	Moscow Institute of Humanities and Economics, Moscow, Russia.


	High School
	Mathematical gymnasium, Tashkent, Uzbekistan.


Further Skills

	Languages:
	Fluent in English, Russian and Uzbek.


	IT Proficiency:


	Proficiency in Microsoft Office programmes and accounting software 1C: 7.7 and 8.1 versions, information and communication skills (Internet and email), Internet Banking

	UAE Driving license:
	Available (light vehicle).




References are available upon request
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