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AKHTAR
The position is the Middle Management post and reportable to Finance Controller. 


PROCEDURES

Train sub-ordinate staff in various trades pertaining to Credit Department.


MAIN PURPOSE


To maintain the risk & costs to the Hotel associated with advancing credit to customers.



to ensure that accounts receivable are kept as low as possible within agreed levels described by the management.


KEY TASK


To supervise the work of the Debt Collectors, to monitor the performance of the Debt Collectors regularly and report as required by the top Management.



To consider and verify all applications to receive Credit & make recommendations accordingly.



To liaise closely with other staff and with trade bodies outside the Hotel in order to assess Credit worthiness of Account Applications.



To maintain records relating to each approved account holder.



To ensure that every Credit Account is properly authorized by the Management (Note).



To ensure that invoices are properly supported for delivery.



To have all documents and invoices delivered to customers as soon as possible.



To have all cash receivable collected and accounted as rapidly as practicable.



To Monitor the Accounts Receivable, resolve queries & report as required.



Preparation of Receivable Trail Balance and to maintain on a certain position and number of days.



To check all the Folio and Invoices and send all these to the concerned parties on daily basis.



To follow-up all receivable accounts according to the credit limit and credit policy.



To update the credit list on monthly basis.

Credit Manager
             Majestic Hotel

April 21, 2007 to November 2008



The position is the Middle Management post and reportable to Finance Controller. 


Job description includes : supervision of work of sub-ordinate staff e.g. Debt Collector, Income Auditor, General Cashier.

Credit Manager                           Habtoor Grand Resort & Spa

May 10, 2005 to December 2006



The position is the Middle Management post and reportable to Finance Controller. 


Job description includes : supervision of work of sub-ordinate staff e.g. Debt Collector, Income Auditor, General Cashier.

Credit Controller                           Gulf Inn Hotel Dubai

June, 1997 to 9th May 2005



The position is the Middle Management post and reportable to Finance Controller. 


Job description includes : supervision of work of sub-ordinate staff e.g. Debt Collector, Income Auditor, General Cashier.

Credit Controller                           Quetta Serena Hotel

Sept. 1991 To June 1997
Owned and managed by Tourism Promotion Services (P) Limited 


The position is the Middle Management post and reportable to Finance Controller. 



Worked in the following capacities.




CREDIT CONTROLLER




INCOME AUDITO




PAYABLE INCHARGE




GENERAL CASHIER




FRONT OFFICE CASHIER

Public Relation Officer

Mohamed Shafi Tanneries

01-02-1988 to 30-07-1991





Worked as Public Relation Officer.

Office Assistant

Capital Commerce Co

03-11-1986 to 31-10-1987





Worked as Office Assistant.

Trainee

Habib Bank Ltd

09-07-1985 to 21-08-1985


Worked as Trainee for six week.

Computers:


Microsoft Windows and its applications (Excel, Word)

Internet

Ms Office and its Applications

FEDALIO (Hotel line system)

Opera Hotel Edition

Training:

INSTITUTE



COURSE


 
YEAR
Quetta Serena Hotel

Fire Fighting and First Aid


1992

Quetta Serena Hotel

Participation in (Skill in


1992 





Supervision Course)

Quetta Serena Hotel

First Concern



1993

Pakistan Institute of

Introduction to 

Management


Management Course


1993

Qualification:


B.Com University of Karachi (Pakistan)

Languages:


Fluent in written and spoken English, and Urdu 

