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	SKILLS
· Cost accounting Financial Management
· MS Office
· Attention to details
· Teamwork and collaboration
· Customer service Budgeting
· Planning and coordination
· Aging reports analysis
· Strong client relations skills
· Accurate payment posting
· Cash application
· Codes reviewing
· Team Bonding
· Research and due diligence
· Bookkeeping
· Relationship building
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EDUCATION
Regent University College of Science &Technology 
Accra, Ghana 
No Degree : Information System Science 
IPMC College of Technology 
Accra Ghana 
No Degree : Database Management 
Okuapeman Secondary School 
Accra, Ghana  •  06/2004 
High School Diploma 



		PROFESSIONAL SUMMARY
Competent Accounts Receivable Specialist bringing over 3 years of experience carrying out all accounts receivable functions in high volume environments. Proficient in tracking payments, resolving billing issues and preparing account statements. Recognized as dedicated professional driven to meet team targets and enhance bottom-line performance.

	WORK HISTORY
United Care Perfumes LLC - Account Receivables Clerk 
Sharjah, UAE  •  11/2018 - Current 

· Analyzed figures, postings and documents to maintain accounting program accuracy
· Matched purchase orders with invoices and recorded necessary information
· Streamlined daily reporting information entry for efficient record keeping purposes
· Effectively communicated with clients about payment needs and kept updated, detailed and accurate ledgers
· Reconciled accounts, managed audits and updated financial records with remarkable accuracy
· Maintained excellent financial standings by working closely with the Accountant to processes business transactions
· Prepared and mailed invoices to customers, processed payments and documented account updates.
· Supported management by processing invoices and documents with consistent on-time delivery.
· Gathered, evaluated and summarized account data in detailed financial reports.
· Effectively communicated with clients about payment needs and kept updated, detailed and accurate ledgers.
· Identified and suggested remedies for areas of improvement based on detailed daily reports and analysis.
· Handled day-to-day accounting processes to drive financial accuracy.
· Maintained relationships with vendors and managed invoices for perfumery products.
· Checked billing documents for errors and accuracy while updating in company database software.
Relish Solutions - Data Entry Operator 
Accra, Ghana  •  11/2014 - 09/2018 
· Scanned documents and saved in database to keep records of essential organizational information.
· Entered numerical data into databases with speed and accuracy using 10-key pad.
· Sent completed entries for evaluation and final approval.
· Produced monthly reports with advanced Excel spreadsheet functions.
· Organized, sorted and checked input data against original documents.
· Compiled and verified accuracy and sorting information to prepare source data for computer entry.
· Kept optimal quality levels to prevent critical errors and support team performance targets.
Incharge Global Ghana - Customer Service Assistant 
Accra, Ghana  •  09/2012 - 09/2014 
· Developed team communications and information for meetings.
· Worked to maintain outstanding attendance record, consistently arriving to work ready to start immediately.
· Actively listened to customers, handled concerns quickly and escalated major issues to supervisor.
· Demonstrated respect, friendliness and willingness to help wherever needed.
· Carried out day-to-day duties accurately and efficiently.
· Worked flexible hours across night, weekend and holiday shifts.
· Led projects and analyzed data to identify opportunities for improvement.
· Offered basic technical support for clients on wide range of company products.
· Collected customer feedback and made process changes to exceed customer satisfaction goals.
INTEREST
i. Cooking
ii. researching
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