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DUBAI, U.A.E.
30TH OCTOBER 2017.
THE HUMAN RESOURCES MANAGER. 
Dear Sir/Madam,

I wish to be considered for above mention position.
I currently work at Emirates Airline in Credit Management as Senior Accounts Officer.

I have developed exceptional skills and implemented highly successful communications strategies at the customer and business level.

I have also demonstrate my ability to work with leaders across business units and multiple lines of business, consistently earning exemplary scores on my performance evaluations.
I am desirous in pursuing career in Accounting, Sales and Business Advisory Services and will be grateful if given the opportunity to work in your reputable institution. I have a good head for figures, business thinking, pay attention to details and do get along well with others.

I have the necessary qualification for the post and my passion to achieve results in a challenging environment, coupled with experience in highly risk industries are my motivating factor to deliver to your company an extreme analytic approach of both organizational and statutory compliance. 

I promise creativity, innovation and integrity if my application is favorably considered.

Enclosed are my brief curriculum vitae for your perusal. Certificates and references are available upon request.

Thank you

Yours truly,

………………..

BRIGHT 
Bright 

Email: bright.201843@2freemail.com  Mobile: C/o 0504973598
Profile
Am adaptable, strong attention to details, results-oriented, well organized, and and self-motivated with a couple of experience in accounting and auditing at The Oberoi Hotel Dubai, Era Micro-Finance Ltd, Effiduase Government Hospital (Ghana), AngloGold Ashanti Obuasi (Ghana) and Electricity Company of Ghana. Possessing excellent communication (written & oral), leadership skills and the ability to manage multiple tasks and relate well with people at all levels. Able to work well under pressure with very little or no supervision. Effective, both as a team builder and player with good interpersonal skills. A computer literate both hardware and software.
Career Objective
To secure a position that enables me to use financial analyst and project management skills that I have obtained through my education and work experience.
Personal Details
Name: Bright 
Place of Birth: Kumasi (Ghana)
Phone: C/o 0504973598
Email: bright.201843@2freemail.com 
Interest: Puzzle solving, listening to music and playing football 
Educational Background
2007-2011: Christian Service University College - (B.B.A (Accounting option) Degree)

2003 –2006: S.D.A Senior High School Bekwai – Senior High School Certificate
Position and Work Experience
December 2015 to Date - Emirates Airlines, as Senior Accounts Officer
Duties:
· Follow up with Dnata and Emirates customers for all overdue debts. 
· Ensuring all clients are up to date on payments and dealing with any queries.
· Escalate details of delayed remittances to business units and GRS leadership team to ensure that remedial action is taken so the account of the customer/ agent is back on track.

· Ensure all credit processes in the agent/ customer life cycle are followed and deviations raised to Financial Controller with suggestions as to how these can be rectified.

· Processing Sales Ledger invoices and statement of accounts (miscellaneous, weekly and fortnights bases) 
January 2014 to 30 November 2015 – The Oberoi Hotel as Finance Officer Credit
Duties:
· Verify expense reimbursement with supporting documents and ensure that they are in accordance with the policies and procedures
· General Cashiering Handling.

· Petty cash reimbursement of all F/B outlets and Purchase Department

· Review supplier invoices, general ledger coding of expenses and verify supplier payments with supporting documents.

· Print and submit cheques with supporting documentation to the Controller and the General Manager for their signatures.
· Credit cards settlements

January 2010 to January 2014 – Era Microfinance Ltd Operations and Credit Manager
Duties:
· Ensure the timely credit collections of all outstanding payments

· Administer credit processes and policies for the branch
· Monitor credit limits of all outstanding accounts

· Work with the Finance Manager to build effective working relationships with internal and external customers
· Maintaining accounting records in a form appropriate for regular auditing
· Follow up on all overdue accounts and send to debt collectors, as required
· Establishing an employee performance management system to ensure optimum return on investment and applying strong leadership and people management skills.
· Manage, lead and coach tellers, sales officers and marketing representatives at the branch.
· Ensure the branch vaults are opened, balanced and closed on a timely basis
· Analyzing guest feedback and complaints and offering solutions to grow business.
· Focus on sales and revenue generation
· Maintain proper teller and vault cash levels including ordering coin and currency
August 2009 to January 2010 – Era Microfinance Ltd as Accounts/Credit Officer
Duties:
· Maintaining accounting records in a form appropriate for regular auditing
· Preparation of monthly financial report, account receivable and accounts payable, tax computations and returns.
· Reconcile and maintain balance sheet accounts.
· General ledger operations.
Leadership Position
October 2011 to August 2012 – National Service Personnel Association (Sekyere East District) as Financial Secretary

Duties:

Managing and controlling the Association finances
Preparation of accounts and budget for the Association

Looking for sponsorship for the Association to finance its activities

Training
One year training in computer hardware and software course at ComPunet Institute in Kumasi, Ghana (QuickBooks, Tally, Opera, Peachtree Accounting, Sun System and Advance Excel).
Written Works
A research on Performance appraisal of Naachiaa Estate Limited

A business plan for Brandek Company Limited
Referees
Available on request.
