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GENERAL ACCOUNTANT / BILLING ASSOCIATE

UAE EXPERIENCED ACCOUNTS PROFESSIONAL

ACCOUNTS FINALISATION – VAT RETURN FILINGS

SAP / TALLY / PEACHTREE / QUICK BOOKS KNOWLEDGE
PROFILE

Over six years of experience in customer billing, credit collection, customer service and support operations. Results-oriented team player, with an excellent ability to communicate to all levels of management. Able to facilitate, initiate and analyze information needed in making sound decisions.

EDUCATION

2012 September - 2014 March
MASTER OF BUSINESS ADMINISTRATION
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ANNA UNIVERSITY, COIMBATORE

2009 June - 2012 March
BACHELOR OF BUSINESS ADMINISTRATION UNIVERSITY OF CALICUT, MANNARKKAD
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EMPLOYMENT HISTORY

2020 January - Present
BILLING ASSOCIATE
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LEADING HOSPITAL LLC, SHARJAH

Issuing invoices, handling payments, answering to queries of the customers, updating financial records, promoting products, giving instructions, update bill status

2018 June - 2019 December
BILLING EXECUTIVE

[image: image6.png]



MEDEOR 24 x 7 HOSPITAL, DUBAI

Receive and sort incoming payments. Manage and track incoming payments. Manage account statuses. Identify inconsistencies. Regularly update accounts receivable database. Inform clients on their outstanding debts and deadlines. Answer clients' equations and address problems.

2017 February - 2018 March
ADMINISTRATIVE ASSISITANT
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AHALIA DIABETES HOSPITAL, PALAKKAD

Answer phones and greet visitors. Schedule appointments and maintain calendars. Schedule and coordinate staff and other meetings. Collate and distribute mail. Prepare communications, such as memos, emails, invoices and reports. Supports managers and employees through a variety of tasks related to organization and communication.

2016 April - 2017 January
ACCOUNTS ASSISTANT
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RIGID INDUSTRIES FZC, SHARJAH

Providing support to the Accounting Department. Performing basic basic tasks, such as filing, data entry, answering phones. Assist with preparation of financial and statistical statements and reports Handling communications with clients and vendors via phone, email, and in-person. Processing transactions, issuing checks, and updating ledgers, budgets, etc.
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2014 May - 2016 April
ADMIN EXECUTIVE
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KIMS ALSHIFA SUPERSPECIALITY HOSPITAL, MALAPPURAM

Answers the telephone and provides exceptional customer service to internal and external customers. Drafts reports and correspondence. Orders supplies and equipment; maintains service contracts on office equipment.

COURSES

2014 June - 2015 May
MASTER OF FINANCIAL ACCOUNTING (IAB LONDON)
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G TEC COMPUTER EDUCATION

2009 August - 2010 February
CPAC
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SITD

SKILLS

SAP
TALLY ERP 9
MS OFFICE
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PEACH TREE
QUICK BOOKS
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LANGUAGES

ENGLISH
HINDI
MALAYALAM

[image: image15.png]



TAMIL
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HOBBIES

· PLAYING CHESS
· MAKING PROFITABLE INVESTMENTS
· READING
· LISTENING MUSIC
PERSONAL DETAILS

Nationality

: Indian

Date of Birth

: 13-Oct-1991

Marital Status

: Single

Visa Status

: Employment Visa (Under Renewal)

E-mail address
: sujith-380952@2freemail.com 

REFERENCE
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Mr. Anup P Bhatia, HR Marketing & IT Consultant 

www.Gulfjobseeker.com
WhatsApp Mobile: +971504753686

E-mail: freecv@gulfjobseeker.com 
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Subscribe GulfJobSeeker YouTube Channel to Watch Video CVs https://www.youtube.com/c/GulfjobseekerCVDatabase/ 

CV Database of Gulf Job Seekers
