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Objectives
Having intention of accepting a challenging career and growth, opportunity to learn and to maximum utilize my knowledge for organization and individual Development.

Specialties: Training , program coordinating , financing, accounting, Team leader, Coordination, Creative and Innovative, Positive and Excellent Communication Skills.
Profile Summary
· Experienced professional with a successful career in IT Field, and administration.

· Excel at interfacing with others at all levels to ensure organizational goals are attained.

· Proactive approach has resulted in capturing numerous accounts and expanding client base.

· Possess excellent interpersonal, analytical, and organizational skills.

· General Computer Maintenance ,Both (Hardware & Software)

· Ability to work under pressure and multi-task

· Organizational and excellent time management skills

· Good understanding of Customers’ Needs collections policies, procedures and best practices; knowledge of basic accounting procedures and customer service skills.
· Remarkable experience of imparting Credit Control 

· Good understanding of credit products 

· Proficient with Oracle, Word and Excel 

· Ability to negotiate and identify risk 

Education
· University Of Dubai
2011| BBA Banking & Finance
· University Of Wollongong -Dubai

Present| Masters of Human Resources Management 
Experience
Credit Controller Officer May-2012 – Present
Dubai –Finance 
Responsible for assessing the risk on new accounts by way of the credit information provided, reading financial accounts and establishing trading histories. Also responsible for managing the money loaned to or owed to the business and involved in all the stages of arranging loan facilities, payments and debt recovery.
· Managed incoming cash and updated system. 
· Reviewed overdue payments and coordinated with individual credit controllers. 
· Maintained customer details and account records. 
· Assisted and reports to credit manager.
· Evaluated company credit control procedure. 
· Managed due outstanding sales balances and reviewed credit limits. 
· Enforced Direct Debit payment system and managed new credit management procedures. 
· Corresponded about overdue accounts and assured establishment of follow-up contact. 

Accountant & Office Manager Feb 2010 – April 2012
Trading  Sharjah – Industrial. Area
· Maintaining Daily Ledger & preparing Petty cash

· Receiving invoices & Statements of Sub-contractors and issuing cheques

· Sending Monthly statement of Accounts to Customers 

·  Prepares and processes purchase orders, invoices, cheque requests, manual cheques and contract payments.

·  Ensures purchase orders, receiving and invoices are matched.

· Provides basic purchasing and accounts payable orientation to new employees.

· Recommends change to purchasing and other financial policies.

· Responsible for cheque stock inventory & safekeeping of same.

Assistant accountant June 2008 – Jan 2010
Dubai
· Maintaining Daily Ledger.
· Receiving invoices & Statements of Sub-contractors and issuing cheques

· Sending Monthly statement of Accounts to Customers.

· Maintaining Daily Ledger 

· preparing Petty cash

· Receiving invoices & Statements of Sub-contractors and issuing cheques

· Sending Monthly statement of Accounts to Customers age wise analysis of debtors
Training Officer June 2008 – Jan 2010
Dubai
· Identifying training and development needs within an organization through job analysis, appraisal schemes and regular consultation with business managers and human resources departments.

· Designing and developing training and development programs based on both the organization’s and the individual's needs.

· Devising individual learning plans.

· Producing training materials for in-house courses.

· Managing the delivery of training and development programs and, in a more senior role, devising a training strategy for the organization.

· Monitoring and reviewing the progress of trainees through questionnaires and discussions with managers.

· Sending both (monthly/Yearly) training plane for clients.
· Reservation for training courses

· Course opening presentation.
· Follow Up with clients and instructors during the course days.

· Printing The Participants Certificates and closing the course.

· Evaluating training courses –after each course - .

Having a good public relation with clients in the market
Office Manager - Secretary Oct 2007 – May 2008
Dubai
· Handled all word processing and typing.

·  Entered data for reports, production items, shipping, and inventory.

·  Maintained computerized inventory of all parts, supplies, and products.

· Helped plan and organize company functions.

·  Answered the telephone and represented the company in a professional and businesslike manner.
Free Lance 2005– 2009
 Dubai.  
· 4 years’ experience as computer technician, in both Hardware and software, with a good knowledge about networking and troubleshooting
Skills
· Commitment to staff training and development

· the ability to relate to staff at all levels

· excellent spoken and written communication skills

· organization skills

· planning and time management skills

· good at encouraging and motivating people

· negotiating and influencing skills

· the ability to write clear reports and keep accurate records, including budget information

· Fast in typing (English & Arabic) - 70 WPM English Typing- . 

· Excellent use of Microsoft office tools (ALL)
· Having good Administrative skills & strong sense of responsibility.

· Telephone Skills.
· Basic Marketing & Sales Skills
·  Listening & Customer Focus.

·  The ability to stay calm under pressure

·  A good memory for faces and voices.

·  Confident when using a computer and office equipment.

·  Hacking skills.

PERSONAL INFORMATION_____________________________________

· Nationality: 




Jordanian

· Gender: 





Male

· Date of Birth:




 03/05/1988

· Marital Status: 




Single




