KAMESHWARAN G
E-Mail: kameshwarang.373973@2freemail.com 
AIMING FOR MIDDLE MANAGERIAL POSITIONS

Credit Control • Collection Management • Receivable & Payable Management

Extensive exposure in driving critical assignments across the career with proven success in ensuring optimum results

PROFILE SUMMARY
· A dynamic professional with rich & qualitative experience of over 25 years in the field of Accounting & Billing Operations, Collections & Credit Management, Marketing & Sales Support as well as Administration

· Presently associated with Western Auto LLC, Dubai as Heading Credit & Collections Department
· Expertise in managing accordingly providing overall billing as well as collection operations for minimizing the delinquency level and accomplishing the assigned targets; understanding the reasons behind the default and options to regularize payment
· Understanding of conducting ageing & revenue analysis, preparing key reports, etc. to exercise financial control and enhancing overall efficiency of the organization
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Proficient in managing office administration & secretarial support duties involving handling of top & confidential correspondence, document flow, attending visitors and directing various queries to relevant departments 

· Honed skills in handling day-to-day activities in co-ordination with internal / external departments for smooth functioning of the organization

· Interact easily with people of diverse backgrounds, cultures, and professional levels; effective communicator with good analytical, problem solving and organizational abilities
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CAREER CONTOUR
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Since Mar’03: Western Auto LLC, Dubai

Growth Path:

Mar’03-Oct’08

Personal Secretary to SGM
Nov’08-Oct’10

Senior Sales Executive
Nov’10-Till Date

Senior Executive Credit & Collection Department 
Key Result Areas:
Senior Executive Credit & Collection Department, Western Auto LLC
· Spearheading collection & credit control as well as reporting activities according to specific deadlines; researched & resolved payment discrepancies
· Developing & reviewing:

· Ageing-analysis; assisting with month-end closing, collecting data and preparing monthly metrics

· Sales & accounting reports including monthly payable report and presentation for meeting
· Creating & raising estimates & purchase order on the basis of quotation for realization of payment

· Held accountable for collecting and scrutinizing of related documents of credit customers’ viz. Trade License, Passport Copies of the Local Sponsor and Authorized Signatories to enable to fix the credit amount and retrieve, whenever necessary
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Visiting the customer and assessing customer capacity, market strength and their reliability 

· Checking the credit enhancement requests from the Salesman; informing the status to the General Manager and Finance Manager
· Planning & conducting monthly periodical meetings with the Concerned Sales Team along with Department Head & Finance Manager to discuss about the outstanding status of Customers / Collection Progress 
· Ensuring clearance of backlog, long outstanding or lapse left in collection; reporting the same to the General Manager and Finance Manager 
· Monitoring the invoicing process for customer whose limit exceeds the approved value and arrange for temporary immediate invoicing; co-ordinating with accounts department for Customer Account Creation and Cancellation 

· Working in close relation with:

· Central ETA Collection Department to obtain any kind of positive or negative update about the customers whenever required 

· IT Department for any kind of system developments and updates, whenever required 

· Informing the concerned Department Head along with the Sales Team, in case of cheque dishonor, to arrange for immediate recovery and reassess the credit worthiness of the customer
As Senior Sales Executive
· Took care of the marketing portfolio – right from the selection of media, drafting of advertisement notes, finalizing the design of hoardings with marketing team, approval from authorities and so on

· Ensured the reach of the division in Abu Dhabi by issuing flies & sending mails to all hotels, hospitals and other service oriented industries; also targeted the big customers in Abu Dhabi, thereby improving the sales target month-by-month 

· Managed the invoicing and collection of payment as per customers’ credit period; maintained a very good customer relationship and ensure the growth of the company image in the market
As Personal Secretary – SGM, Western Auto LLC

· Provided administrative & secretarial support involving efficient handling of correspondence, managing documents, screening telephone calls & directing various queries to relevant departments

· Prioritized incoming correspondence, including letters, green notes, faxes, e-mail, filter requests for appointments and arranging internal/external meetings and conference calls

· Fixed appointments & meetings, keeping meetings calendar up-to-date, preparing a synopsis of reports and presentations received from officers as well as preparing Minutes of Meetings

· Coordinated, followed up and handled the corporate communication between CEO/MD and HODs

· Worked with HR consultants for any Top position openings, fixing-up many rounds of interviews, getting the offers done, getting the seating arrangements done for Top officials

· Prepared MOMs (Minutes of Meetings) of tender committee proceedings; also making out disciplinary proceedings during enquiries and subsequent process

· Answered telephones calls and queries received from customer

PAST EMPLOYMENTS
May’00-Jan’03: Leather Garments Exporters, Chennai, India as Secretary to MD
Oct’90-Apr’00: Trimurthi Lederwaren Pvt. Ltd, Chennai, India as Secretary to MD
Jun’88-Oct’90: Kawarlal & Co., Chennai, India as Steno Typist

EDUCATION
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Bachelors in Commerce in 1992
University of Madras, India
Technical Skills:

· English Typewriting (Higher) – 60 WPM / English Shorthand (Lower) 80 WPM



· Customized Business Management Software - SAP 

· MS Office Suite (Word & Excel)

· E-Mail & Internet Applications 

PERSONAL SNIPPETS
Date of Birth:

28th December, 1969
Nationality:

Indian

Marital Status:

Married

Visa Status:

Employment Visa

Languages Known: 
English, Hindi, Malayalam and Tamil

Driving License:   

Valid UAE Driving License

