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	PROFESSIONAL OBJECTIVE


To obtain a progressive, challenging position to adapt quickly and effectively to different work environments. To perform best of my ability combined with Integrity and sincerity. Zeal to learn and team spirit and to utilize my experience and skills with dedication and commitment to be successful in real world challenges

	EXECUTIVE PROFILE


Highly professional senior executive with over 4 years of experience in accountancy and administration management. Highly intuitive with inventory control & money saving strategies. Proven track record for meeting and exceeding expectations while working within strict guidelines. Well liked and respected by peers. Tenacious, honest and motivated combined with obsession & cleanliness. Able to aspire others to work at their highest level. People oriented facilitator, entrepreneurial and creative. Outstanding work ethic combined with excellent leadership and customer service skills with the ability to manage and motivate staff to achieve results. Demonstrate leadership and business ethics while making decisions and problem solving, communication skills include providing clear direction sharing information and delegating, assigning and prioritizing work in an efficient manner.

	ACADEMIC QUALIFICATION


· Completed B.A. (Bachelor of Arts with special subject of English) In April 2004 from Gujarat University-India.

· Completed M.A. (Master of Arts with special subject of English) In April 2006 from Gujarat University-India.

· Completed Diploma in Human Resource Management In January 2008 From Academic collage of London through Zabeel Institute-Dubai.
SOFT SKILLS:

· Interpersonal and presentation skills.

· Excellent written and oral communication skills.

· Good command on MS word, excel, power point and Internet
· Ability to work under pressure.

· Good planning and prioritization skills.

· Willing to be trained in any type of skill works

	PRESENT WORK EXPERIENCE


· G4S International FZE (G4SI)      

 

Dubai U.A.E

Credit Control Coordinator




March. 2008 to May 2010
G4S International FZE is a leading logistic company in the U.A.E region.

Responsibilities:-  
· Raises Invoices & Statement of Account.
· Recovering payments from clients. 
· Notifying clients on over due payment by mail, telephone, or personal visits in order to solicit payment.

· Issuing Credit Notes if required.

· Record information about financial status of clients and status of collection efforts.
· Update/maintain Cheque, Cash & PDC collection report.
· Receive payments and post amounts paid to clients accounts. 

· Making adjustments and resolving problems within the Finance Manager.  

· Handling of ledgers and reporting to the Finance Manager. 

· Following up on regular contact with clients. 

· Auditing internal operations job file.
· Handling discrepancy of invoices and negotiating payments with agreed time.
· Working closely with the Operations, Sales and Finance Manager to make sure all clients are served accordingly. 
· Sort and file correspondence, and perform miscellaneous clerical duties such as answering correspondence and writing reports. 

· Perform various administrative functions for assigned accounts, such as recording address changes and purging the records of deceased clients.

PREVIOUS PROFESSIONAL EXPERIENCE:
· Samra DMCC




      

 Dubai U.A.E

Executive Secretary cum Receptionist 


Sep. 2006 to Feb.2008
Samra DMCC is dealing with Gold Trading, wholesale and retail gold & Diamond Jewellery in the U.A.E.
· Serve as secretary to the assigned Managing Director; greet visitors and answer telephone, provide information; keyboard correspondence and related matters; prepare and maintain files and records.

· Maintain appointment calendar, schedule appointments, conferences, and meetings. 

· Requisition supplies and materials for office.

· Making report & paper work to maintain gold transactions

· Receive, route, sort, and process mail. 

· Controlled flow of in-coming and out-going correspondence

· Assisted Managing Director with administrative tasks as requested.
· Privy to confidential information on a regular basis.
· Responsible for providing art work for magazine advertisement.

· Responsible for typing memos, reports and other correspondence.

· Strong work ethic and superior interpersonal, customer service and communication skills.

Exhibition work:

· Processing for Exhibition contract, Stand & Safe booking.

· Failing records of all necessary documents of Exhibitions. 

· Doing shipping arrangements of valuable goods.
· Hotel, air ticket & pick up arrangements for exhibitioners
· Euro Asia Recruitment,



Dubai-UA.E. 

Recruitment Co-Ordinate cum Admin.

July 2006 – Sep.2006
Euro Asia Recruitment provides man power in all over the Middle East.    

· Coordinate with clients as per their requirement of manpower.  

· Taking care of advertisement, arranging Resumes and Interviews. 

· Payroll Issues. 

· Purchasing stationery, office supplies and maintaining inventory. 

· Office Administration works. 

· Attending telephone calls.
· Holding a valid U.A.E. driving license.

	PERSONAL DETAILS


Languages known


:
English, Hindi and Gujarati

Date of Birth



:
21/09/1982
Marital Status


:
Married

Nationality



:
Indian
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