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	Strengths & Skills

	· Gained 10+ years experience within diversified industry
· Accounts Receivables & Payable Management Skills
· Vast background in Customer Service & Public Relations

· Extensive background with UAE Government Authorities
· Strategic Planning-Training & Development Skills
	· Competency in Gen. Accounting & Logistics Operations
· Liaised with Immigration, MOL, Airport, Embassies etc.
· Fluent in English and Arabic (Verbal & Written Skills)
· Organization, Communication & Interpersonal Skills
· Performance-driven, Enthusiastic, Vibrant Personality
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Bachelor's Degree in English Literature – Damascus University, Syria
Higher Diploma in Business Management (P.G. Diploma) – American Institute of Business & Management
MBA in Business Management – Manav Bharti University (on-going)
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Visitor Desk Supervisor – G4S Security Services, Dubai 



          Dec 2015 – Sep 2017

Responsible for the following locations: Citi Bank Head office, DIFC Office, RAK Bank Head Office, World Trade Centre (Citi Group Head Office) Samba Bank-Lagatium Plaza DIFC
Visitor Desk & Help Desk Agent, Cash Services Department – G4S Security Services, Dubai    Sep 2015 – Dec 2015 
Cash in Transit, Teller & Cashier Reporter, Cash Processing Center, CPC Teller (Abu Dhabi Cash Service Department) 
Responsible for the following locations: RAK Bank Head Office, Samba Bank-Lagatium Plaza DIFC, Stander Charter Bank (Head Office) DIFC Office, Shell Petroleum (Head Office), Schlumberger (Head Office)
British Embassy-main gate desk, Japanese Embassy-visitor desk
Customer Service Representative – Zain Telecom, Sudan




         2013 – 2014 

Customer Services/Assistant Manager – Transit Hotel, Khartoum, Sudan


         2011 – 2013

Customer Service/Visitor Desk/Public Relation Officer 




         2007 – 2011
Sahla International Co. Ltd., Khartoum Sudan Airport
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General Accounting
· Accounting Functions – Process vendor and supplier invoices in a timely manner, verifying accuracy, approvals & account coding in accordance with company policy. Prepare all Accounts Payable sub-ledger journals for posting to General Ledger monthly.
· Cost Control & Reporting - Day to day overview and review of centrally managed costs and ownership of the internal recharge policy for costs, analysis and reporting of costs as part of the monthly reporting cycle.

· Credit Control and Debtor Ledger Maintenance - Manage weekly credit control of outstanding event deposits and post-event service invoices on the Debtor’s ledger.

· Ledger Account Reconciliations - Perform periodic reconciliations of selected ledger accounts on a monthly or quarterly basis. Prepare monthly bank reconciliations for approval of the Director of Finance. Assist with annual budget preparation. 
· Receivables – Process all client or miscellaneous payments daily or as required to sub-ledger. Refer overdue accounts to Director of Finance for adjustments, write- off or collections.

· Payables – Pays vendors by monitoring discount opportunities. Verifying federal ID numbers, Scheduling and preparing checks. Resolving purchase order, contract, invoice, or payment discrepancies and documentation, ensuring credit is received for outstanding memos, issuing stop-payments or purchase order amendments.

· Reporting & Analysis – Adept at reviewing accounting records and other financial reports to assess accuracy, completeness, and conformance with company policies and applicable reporting standards.
· Assist with testing and receive final approval for system reports required for management, financial reporting, and general ledger reconciliations.
· Banking/Cash Functions – Accountable for the maintenance of cash/bank book, creditors’ ledger, general ledger, trial balance and balance sheet. Document policies, procedures, and workflow for assigned areas of responsibility
Logistics Operations 
· Assist in developing logistics along with support plans, budget requirements & deployment timelines for new operations. 

· Participate in field-level planning formulation in the area of logistics. Participate in programme planning and advising on logistics considerations.

· Provide technical and operational support to the field office, as well as advice on the application of logistics management best practice, systems and procedures. Take initiative in management improvement for the logistic function.

· Assess existing logistics operations systems and advise on corrective measures to be undertaken.

· Ensure the implementation, monitoring, and evaluation of new initiatives and procedures related to logistics.

· Lend a hand in design, implementation & manage contracts in forwarding, transport & warehousing where necessary.

· Represent organizations interests within inter-agency logistics activities.

· Manage a local emergency stockpile and goods consolidation point in order to permit the rapid movement of humanitarian supplies. Help design and implement warehouse management and commodity tracking system.

· Review the logistics component of field office budget proposals for consideration during budget review.

· Conduct special management reviews and follow-up on audit observations to assist in the improvement of office procedures and practices related to logistics. 

· Develop key performance indicators (KPI) by which localized logistics contracts can be managed.

· Ensure timely transmission of logistics monitoring information, stock levels, and distribution status to the logistics focal point at the national level.
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Visitor Desk Supervisor – G4S Security Services, Dubai 



        
Organizational Management

· Problem-solving/Judgment – Observe, think critically to solve problems using data analysis, interpretation & reasoning skills. 

· Teamwork Management – Efficiently manage work and along with the other team members. 

· Information & Communication – Received information from and convey information to others in a timely manner. Successfully use appropriate language, using communication tools (verbal & written etc.) 

· Client Focus – Generate client satisfaction (internal & external) resulting in long a term client relationships and additional business revenue. 

· Planning & Organizing – Set priorities and determine actions, time and resources using (tools, software, people, and budget) as appropriate to achieve pre-defined goals. 

· Monitor and manage timely delivery, leading to reliability and client satisfaction. Ensure that resources such as (documents, tools, dairy etc.) are well-organized and up to date. 

· Agility - Proven capability, flexibility, responsive, adaptive, and show initiative in times of change (e.g. priorities, work planning/location, skills/technologies, work processes, relationships), uncertainty and opportunities.
Accounting Management

· Updated Accounts Payable and perform reconciliations. Receive & verify vault cash, deposit to vault back handling the shift after finals balance, track and restore accounting or documentation problems and discrepancies, etc.

· Processed balance sheets such as ATM cash balance, Group of Banks Cash, CDM Balancing, Cash Deposit Machine, Third Party Collection Balancing, income statements and other financial statements according to legal and restricted G4's and Banks accounting and financial guidelines. 

· Oversee accounting & verifying central bank cash, adjust & prepare next day collection & deposit client's cash etc.

· Assisted in reviewing expenses, payroll records etc. Assigned Update financial data in databases to ensure that information will be accurate and immediately available when needed.

· Prepared relevant reports like Data Collection Report, Monthly Statistical Reports, and Debtor’s Schedules & Telephone Charges in order to provide required management information. 

· Provided support to the Director and Senior Manager when it comes to escalated cases concerning payments.     

· Shared information related to black listed customers & initiate appropriate action to ensure bad debts is limited.      

· Reconciled payments received from customers & prepare debit/credit adjustments in order to correct errors/ inconsistencies/ inaccuracies as per standard accounting procedures. 

· Responded promptly & effectively to customer queries/ concerns in accordance with Company standards & guidelines to ensure total customer satisfaction.
· Conveyed customer concerns as required & upon specific instructions of the immediate supervisor as well as coordinate with other departments.        

· Updated files of statistical reports ensuring that all relevant details are accurate, correct & promptly entered.
Transportation Management

· Coordinated with drivers and follow-up with them on daily basis for single booing in order to avoid and miss the trip, ensure adherence to legal and company policies and procedures.

· Coordinated with all crew, supervisor’s in the contracted locations and provides support to the drivers at all time.

· Allocated drivers assignments, ensuring compliance with safety standards & maintain all vehicles in top working order.
· Monitor all the drivers online by devices and dispatch them in the busy areas. Organize workflow and ensure that crews, drivers, understand their duties which are delegated to them.
Visitor Desk & Help Desk Agent – G4S Security Services, Dubai


       
· Provided excellent customer service and demonstrate professional and consistent service to the visitor's and treat each visitor as a unique individual. Customer service oriented and effectively solve customer's complaints in a timely manner.
· Coordinated with the team to resolve all customer issues. Effectively maintain knowledge of all activities carried and facilities and assisted visitors same time. Coordinated with various members and maintained good working relationships.
· Provided team members with various programs available. Prepared a work schedule for employees.
· Participated in all special events hosted by the organization. Ensure compliance with all rules and regulations by visitors.
Customer Services/Assistant Manager – Transit Hotel, Khartoum, Sudan




· Provided assistance in the presentation of the hotel information for the media, other industry websites, directories and all other relevant online and paper-based publications.

· Collate and distribute media references to the hotel and the brand & proactively circulate to all relevant internal parties. 

· Maintained a personal up-to-date knowledge of all hotel product and service offerings, products, services, rates, new developments of key competitors, and an awareness of general industry trends.

· Conducted market research on competitor hotels within the industry that is seen as relevant. Deliver a competitive advantage to the brand which the research is valued & eagerly awaited by the corporate & operational leadership teams. 
· Maintained and continually improve the hotel library of photography, DVD, video, and other electronic media.

· Solicited and obtain external sponsorship for promotions and special projects. Maintain the media database.

· Assisted in establishing and maintaining client databases using those databases in promotions & marketing campaigns.

· Liaised effectively with all operational colleagues, providing support and information to ensure accurate delivery of promises. In particular, this includes Sales, Front Office, Reservations, and Events colleagues.
Customer Services/Visitor Desk – Sahla International Co. Ltd., Khartoum Sudan Airport


· Sought opportunities for partnerships, sponsorships, and advertising. Addressed inquiries from the media and other parties. Tracked media coverage and follow industry trends.

· Developed PR campaigns and media relations strategies. Edited and update promotional material and publications.

· Collaborated with internal teams (e.g. marketing) and maintain open communication with senior management.
	


Trainings & Seminars
· Proficiency in personal safety and social responsiveness
· Elementary First Aid Course

· Basic Firefighting Course
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· Adept with (LAN, WAN, Router configuration, TCP/IP knowledge, etc.). 

· Basic technical background related to Intern/Network/Mobile phone/Network Protocols such as HTTP, FTP, and SMTP.
· Skilled in installing operating systems on computers, diagnosis, resolution, and recovery for hardware/software problems, installations, new computer setups, upgrades, etc.
· Proficient in MS Office application (Word, Excel, PowerPoint, Email application & Internet).
· Typing Speed Accuracy - 36WPM
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Nationality

:
Sudanese
Date of Birth
:
28th Aug 1979
Marital Status
:
Single
Visa Status
:
Visit Visa
Languages
:
Arabic, English
Reference

:
Available upon request
Profile Synopsis ��





Versatile, Dynamic and Gulf experience Professional equipped with 10+ year’s record of delivering key significant contributions towards companies’ continued business growth. Demonstrated robust competency and outstanding performance in domains of Accounts Management, Logistics Operation, Public Relations, Transportation Management, Organizational Management, Teamwork Management, Planning & Organizing, and Customer Service; Competency in managing operations with vast knowledge related to field level planning formulation, programme planning, technical and operational support, implementation, monitoring and evaluation assessing existing logistics operations systems, and advising on corrective measures. Possess the ability to deliver stipulated tasks within the set time frame in a multicultural dynamic business environment. Very well adept with legal and regulatory environment along with the trends in foreign exchange; Result-oriented and effective team leader with excellent planning, monitoring, critical thinking, attention to details, time management, analytical, coordination, communication, problem-solving, decision making & interpersonal skills. Seeks a challenging work profile where gained skills, experience, and industry knowledge will have a valuable impact.








Educational Qualification��





Career Snapshot  ��








Core Competency ��








Proven Job Role ��








I.T Proficiency  ��








Personal Details  ��
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