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Senior Accounts Professional – Credit Management
PROFILE SUMMARY
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Highly competent Senior Accounts Professional offering 6+ years of outstanding work experience within reputed organizations in Gulf and India. Proven track record in accounting, AR/AP, cash flow management, credit management, controlling, reconciliation, bank transactions, book of accounts management, financial reporting and auditing with proven competencies in general administration, IT-support, client relations and customer service. Displayed caliber in handling accounts department independently with a systematic work approach to drive efficiency and financial productivity. Consistently delivered significant contributions in streamlining accounting operations, implementing controls, strategy formulationa and systems integration. Possess excellent communication, analytical, organizational, coordination, problem solving and time management skills. Well versed with various customized accounting packages, hotel management software and MS Office applications.
STRENGTHS

	
	Gulf-experienced Senior Accountant
	Expertise in Accounting & Credit Management

	
	Strong Hospitality Industry Orientation
	Financial & MIS Reports Preparation

	
	Strategic Planning - Implementation
	
	People Management & Leadership Abilities

	
	Strict Compliance with Set Policies & Standards
	
	Proficient in Customized Accounting Software


QUALIFICATIONS

Bachelor of Commerce, University of Kerala, Trivandrum, Kerala, India
Diploma in Hotel Management, Bharat Sevak Samaj Promoted by Government of India
Diploma in Microsoft Office, Trivandrum Chapter, Kerala, India
CAREER SNAPSHOT

	Performed as Chief Accountant
	Jan 2011 – Feb 2012

	Credit Manager
	Jan 2010 – Jan 2011

	
	

	
	Feb 2008 – Nov 2009

	Accounts Receivable Executive, Al Shola Marine Service LLC, UAE
	Feb 2007 – Jan 2008

	Receptionist, Hotel Seaweed, India
	Mar 2006 – Jun 2006


ACHIEVEMENTS

Performed assigned workload with indefinable enthusiasm, commitment, honesty, dedication and drive towards contributing to continued business growth hence recurrently appreciated by management. Received Starwood Best in Class Property Manager Award in 2010 at Le Meridien Medina and Best Supervisor of the Quarter Award for the 3rd Quarter of 2008 during service at Le Meridien Alsondos Dubai. 
Consistently contributed to previous companies in safeguarding finances by preparing accurate accounting reports ensuring reliability and worthiness. 
Successfully handled team of subordinate staff and maintained client confidence and satisfaction. 
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Credit and Risk Management
Plan, design and implement an overall credit risk management process for the organization.
 
Create, maintain and manage a full credit policy, an internal document that contains the terms and agreements that oversees credit function.
Establish policies and procedures for credit application process.
 
Evaluate creditworthiness of clients and business prior to granting of credit by conducting detailed research on financial capability.
 
Recommend changes on credit terms of qualified borrower's existing loans as per financial capacity. Approve credit facilities for new accounts after checking credit ratings; set and monitor credit limits.
Determine company's client business relations and evaluate necessity of reducing balances.
 
Enforce strict control on credit; supervise bad debts occurrence in terms of receivables and uphold vigilance on existing credit. Recommend write-off uncollectible accounts.
 
Carry out risk assessment involving analyzing risks as well as identifying, describing and estimating the risks affecting the business. Identify system improvements and document, implement changes.
Perform audits of policy and compliance to standards. Liaise with internal and external auditors for the same.
Accounting
Experienced in managing financial accounting and reporting activities of business group. Manage daily balance of Petty Cash and reconcile to the books of accounts.
 
Obtain bank statement and generates Bank Reconciliation. Review list of reconciling items for any long outstanding Cheques and determine resolution.
 
Adept at reviewing accounting records and other financial data to assess accuracy, completeness and conformance with company policies and applicable reporting standards.
 
Provide leadership, direction and training to assistants / juniors on accounting systems, MIS reporting, reconciliation of bank statements, allocation of debtors’ accounts and balancing vendor payments.
 
Identify the variances between online accounting systems of the principals with the in-house accounting systems and rectify errors accordingly. Develop timely reports and meet deadlines.
Follow up on overdue accounts by reviewing the online system and enforce recovery as needed. Help in continually reviewing and setting up improvements to current procedures.
 
Exposed in interacting with banks, vendors, auditors, government authorities, financial institutions and other third parties dealing with the company.
PROVEN JOB ROLE

Performed as Chief Accountant 
Directed whole gamut of activities related to hotel‘s monetary and bank transactions.
 
Audited Daily General Cashier Report closely checking bank receipt duplications. Likewise checked Income Audit and Cost Control’s daily reports.
 
Followed up delays in realizing deposit and return checks to carry out monthly reconciliation of all hotels bank accounts including Balance Sheet.
 
Maintained General Ledger from posting, adjusting and printing. Also ensured that sales and purchase ledgers are in balance at every month end.
Prepared and posted Monthly JV'S along with all prepaid invoices with monthly distributions.
Examined bills of all kinds, verified monthly accruals and confirmed the authenticity of all expenditures. Authorized journal for recording in the Books of Accounts.
Supervised and finalized all required financial reports including monthly and yearly statements. Administered all matters relating to Taxation.
Uphold efficient Internal Control System utilized for all financial operation of the hotel. Performed related duties and special project as assigned.
Credit Manager - Le Meridien
 
Developed, established and duly maintained Local Credit Policies & Procedures regarding billing, collection, credit card inquiries, cheque cashing, etc.
 
Inspected all in-house accounts to ensure adherence to hotel’s credit policy; assisted with the collection efforts of these accounts where necessary.
Ensured prompt and accurate billing of current and aged accounts with efficient follow-up procedures. Documented all collection efforts in the client file or in the accounts receivable system.
Maintained credit histories, original approved written requests for credit and other records for regular hotel accounts.
 
Carried out write off or adjustments of un-collectable accounts after obtaining approval from General Manager and duly concurred by the Director of Finance in strict compliance with established corporate guidelines.
Daily reviewed Guest Ledger High Balance Report. Conveyed discrepancies to Front Office Manager. Uphold prompt and professional manner of handling all guests or credit card companies’ inquiries.
 
Facilitated monthly credit meeting with staff of other departments to channel Credit/ Receivable Policies & Procedures. Maintained minutes of said meetings as evidence of control.
 
Supervised day-to-day activities of the Accounts Receivable Clerk. Conducted performance review for the same as prescribed by hotel policy.
Assisted with the preparation of month-end Accounts Receivable Reports needed by corporate office and management.
 
Generated month-end reports and reconciliations for all Accounts Receivables and credit cards in accordance with set policies and procedures.
 
Prepared, examined and analyzed accounting records, financial statements and other financial reports to assess accuracy and finalizing the accounts.
Complex Credit Supervisor - Le Meirdien Al Sondos & Dar Al Sondos Hotel Apartments
 
Handled various Accounts related tasks during AP Supervisor’s vacation. Reliever functions include accounts payable and payroll related duties.
Performed General Cashier’s responsibilities in his absence.
Addressed daily IT needs, provided IT-support and maintained contacts being delegated as IT Manager’s reliever.
Accounts Receivable Executive - Al Shola Marine Service LLC
 
Maintained accounts receivable customers’ files whilst closely monitoring details for non payments, delayed payments and other irregularities.
Investigated and resolved customer queries.
Communicated with customers personally or via phone, mail or e-mail correspondence.
Followed up collection and allocation of payments including ageing invoices to maintain up-to-date billing system. Conducted collection calls as well as processing write off and refund.
Organized a recovery system and initiated collection efforts.
Posted payments to ageing and reconciled payment to open invoices.
Performed timely mailing of invoices and statements to customers attaching pertinent backup. Carried out billing, collection and reporting activities according to specific deadlines.
Accorded strict compliance with set procedures in processing receipts, cash, etc.
Handled reconciliation of accounts, processed adjustments and prepares bank deposits.
Receptionist - Hotel Seaweed
Welcomed guests and handled complaints from walk in customers ensuring immediate resolution thereof. Organized travel and schedule appointments for guests.
Managed all correspondences via telephone, mail, fax or e-mails.
 
Operated telephone switchboard to managed phone calls: answering; screening and forwarding calls; providing information; taking messages; scheduling appointments.
Received, open and distributed mails accordingly.
Disseminated information or pertinent document to clients using computer, mail or facsimile machine. Controlled all incoming/outgoing faxes and e-mails. Likewise handled filling for the same.
PROFESSIONAL DEVELOPMENT

Living Le Meridien, Service Culture Transformation Training, Le Meridien Medina, 2010 
Building A Coaching Culture Modules, Service Culture Transformation Training, Le Meridien Medina, 2010 Service Culture Training - First Module, Le Meridien Brand Training, Le Meridien Alsondos, 2008 
IT SKILLS

Proficient in customized accounting packages: Lattice, Tally & Comrade 
Adept in various hotel management software: Carahost, Hotsoft, Opera, Fidelio & Micros 
Well versed in MS Office Suite, E-mail & Internet applications 
PERSONAL DETAILS

	Nationality
	:
	Indian

	Date of Birth
	:
	29th May 1985

	Marital Status
	:
	Single

	Visa Status
	:
	Visit Visa

	Driving License
	:
	GCC License

	Languages
	:
	English, Hindi, Malayalam, Tamil & Arabic


