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JAYESH -U				
Mobile: 0097155-8112173	
Email: jayeshur@gmail.com
	
	CAREER OBJECTIVE



My employment goals center on having the opportunity to prove myself of value in a reputable company where there is possibility of long-term career stability and to be able to contribute to the growth and success of the organization.
	EDUCATIONAL QUALIFICATION



· Bachelor of Commerce from University of Calicut, Kerala in 2005.
· Diploma in Fire & Safety (NIFE)
	TECHNICALACUMEN


· Accounting packages	:	Sage & EPCOR		
· Office Automation tools	:	Ms word, Advance Excel, Power point
· Operating Systems		:	Ms Windows 7,Windows 8
	PROFESSIONAL EXPERIENCE


[bookmark: _GoBack]
Working as an Accounts Receivable Cum Sales Coordinator under EAST FISH COMPANY LLC (Thomsun Groups), leading Seafood Company in UAE from 2008 to till date.


ROLES & RESPONSIBILITIES
· Posting of A/R payments and advance deposits
· Researching overdue accounts to ensure follow up on collection
· Resolve guest enquiries and disputes, with a professional manner
· Recording post close cash and preparing monthly close report
· Responsible for handling petty cash
· Provides administrative support to all members of the branch team when required
· Receives customer inquiries and responds to customer issues in a timely and professional manner
· Customer payment analysis, tracking and updating daily cash deposit and report
· Communicate and interact with suppliers ,category manager and co worker
· Handle the all staffs performance management to all team members ensure all job functions and responsibilities are properly performed.
· Perform other duties as assigned by manager to support the office operations and sales growth
· Develop business and provide good quality service to the customers.
· Motivated and encouraged branch service and sales staff in their daily work activities to keep the branch running effectively

· Coordinating the operations of different departments to ensure that they all pull in the same direction.
· Preparing sales invoices & the upkeep of an accurate accounts filing system. 


	STRENGTH & ACHIEVEMENT



· Excellent communication & presentation skill.
· Strong Organizational skills, attention to deal
· Strong attention to detail with excellent follow up skills
· Ability to keep confidentiality of information
· Strong customer relation skills
· Reliable & Punctual



	LANGUAGES KNOWN



· English, Hindi, Malayalam.
	PERSONAL DETAILS



· Date of birth		:	04-05-1982
· Gender		:	Male
· Marital status		:	Married
· Nationality		:	Indian
· Visa Status 		:	Employment
· Address		:	PO Box: 105506, Abu Dhabi, UAE.

	DECLARATION



I do here by declare that all the statement furnished above is true and correct to the best of my knowledge and belief. Documents can be produced upon demand. 

Place: Abu Dhabi							JAYESH U
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