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	Vijesh 


	
	Career Objective 

Seeking a position with my Eleven years experience in Dubai to utilize in an organization that offers Professional growth while being resourceful, innovative and flexible.


	
	Career Summary 

June 2005 to till date working for Al Rais Travel & Shipping Agencies LLC, Dubai. 



	
	Job Description

As a Commercial Executive Clerk[May 2016- Till date]
· To familiarize self with all credit control, accounting, quality and other relevant company procedures ensuring that these are strictly adhered to.

· Ensure clients pay within their agreed payment terms, chasing payments if necessary, as per the company’s agrees credit terms.

· Client orientation on the company policies &amp; payment terms.

· Maintaining appropriate and comprehensive records of all customer discussions.

· Reporting daily progress against targets to the reporting manager.

· Effectively dealing with customer account queries / complaints, including liaising with other departments, to ensure they are brought to a satisfactory conclusion.

· Dealing with new accounts; ensuring satisfactory credit references are obtained and setting up the account details.

· Ensuring monthly statements are prepared, printed, vetted and ready for posting as per agreed date on fortnight basis.

· To inform the Reporting Manager immediately of all important developments /problems and report on status of Client accounts on a regular basis.

· Display a confident and assertive manner at all times when dealing with internal and external customers.

· Promote an efficient and professional image at all times demonstrated by the highest possible standards of accuracy and attention to detail.

· Continuous review of all administrative procedures, paperwork, etc. in your area and the suggestion of proposals for improvement.

· All other reasonable administrative duties related to the debt collection and credit control function, including filing and archiving.
As a Receivable Accountant:[2010 - 2016]
· Sending statement of account/invoices to corporate clients fortnight wise or monthly
· Follow up the payments & collect the payment as per age analysis basis.
· Resolves collections by examining customer payment plans, payment history, credit lines, coordinating contact with collections department.

· Investigate and resolve customer queries and other irregularities.

· Communicate with customers via phone, email & mail

· Protects organizations value by keeping information confidential.
· Posts customer payments by recording cash, cheques, and credit card Transactions.
As a Branch Accounting Clerk[2005- 2010]

· Generating Invoices
· Reconciliation & matching of cash sales / credit card sales/ and other accounts

· BSP reconciliation.

· Processing and checking refunds

· Passing reconciliation JV & Ticket modification.

· Checking of ADM & ACM from airlines. 

· Daily checking of all tickets/service vouchers issued for the branches.

· Handling corporate accounts with sensitivity/delicacy and diplomacy

· Any other assignment given from time to time

· Preparing necessary reports like Diners card…etc



	
	Skills

	
	· Able to work under pressure and meet deadlines with ease and efficiency

· Responsible for completing all works in given time frame & quality 
· Have excellent problem solving, coordination skills



	
	Computer Skills

	
	· Excellent knowledge In Computer application
· Proficient in MS Office packages which includes MS Word, MS Excel, and MS Outlook

· Internet and E-Mail  



	
	Areas Of Interest
· Reading
· Listening music
· Watching movies 


	
	References
· Can be provided on request 



I Vijesh Mambarambath hereby declare that the above information is true to the best of my Knowledge.

Place: Dubai 
Date: 06 Nov. 16
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Email:  � HYPERLINK "mailto:Vijesh.343976@2freemail.com" �Vijesh.343976@2freemail.com� 








Educational Qualification:





Bachelor Degree in 2000 from Calicut University, Kerala, India.





Post Graduate Diploma in Computer Application from Sree Rama Government polytechnic, Kerala, India.





              


Personal Details








Date of Birth	:	20/05/1980


Sex	:	Male


Nationality	:	Indian


Marital Status	:	Married


Visa status	:	Employment


Driving Licence	:	Valid 22nd mar ’19


Languages Known	: English, Hindi











