
 
 

 
 

Applications are invited for the position of 
 

Accounts Assistant - Receivables based in Dubai, UAE 
 

Job Purpose:    
 

To provide support to finance department mainly on customer credit control, liaising with 
customer and banks, collection follow up, accounting, reconciliations and receivables and other 
financial reporting in an environment of shared service set up for group of companies which 
require timely and efficient delivery. Apart from primary responsibility on credit control function, 
this role also support part of general accounting and recording inter-company transactions for 
shared service operations. 
 
Reporting:  
 
The position will report to Credit Control Executive. 

 
Key Accountabilities: 

 

 

 

 

 

 

 

 

 

   

 
 

 
 
 
 

 
 

 

Accounts Assistant Receivables – SGGME 
 

 
 

 

 To promote safety in his/ her work of area 

 Creation and maintenance of Sales Price List and Customer Discount structure in ERP 
and make necessary changes based on price change and discount changes 

 Checking Customer Orders to ensure sales prices are correct and are in line with discount 
offers given to customers including any special discount arrangements. 

 Ensure timely collection from all customers with regular follow up  

 Ensure average debtors days are maintained within set targets   

 Prepare customer’s statement accounts at regular interval (at least monthly) and liaise 
with customers to ensure they have updated information and aware of dues and updated 
credit limit 

 Prepare monthly customer accounts reconciliations for intercompany transactions. 

 Discuss and resolve credit limit issues and extension on case to case basis 

 Ensure proper accounting of collection received from customers against respective 
invoices 

 Co-ordinate with Bank and Customers to ensure LC transaction is properly done – 
mitigating any risk and ensuring collections through LC is done. Ensure LC records are 
accurately and timely updated in ERP  

 Prepare customer ageing and other financial reports required for internal and group 
reporting 

 Ensure accounting for customs charges and customer delivery freight charges   

 Work closely with Customer Service and Purchasing team to ensure support from finance 

 Support Sales Team with relevant information on sales and receivables figures and 
analysis 

 Support Audit with schedules and documentation for customer receivables, reconciliations 
and collections 

 General Accounting in ERP as part of shared service operation 

 Recording of Intercompany transactions and reconciliation for shared service operation. 



 
 
 
Application Procedure: 

 

Please send in your applications on or before 4
th
 June 2017, to Rhea.Castromero@saint-

gobain.com 
 
 
 

 
 
 
 

 

 
 

 

 

Qualifications  Bachelor Degree in Commerce 

Minimum years of experience 
2 - 4 years of experience in handling accounts and credit 
controls preferable in an MNC. Previous experience of 
working in a shared service function would be an added 
advantage. 

The person should possess Technical skill on accounting, 
Analytical skills & excellent knowledge of spread sheets  

 

Skills and Competencies 

The incumbent should be skilled in the following: 
a) Accounting skills 
b) Management skills 
c) Analytical skills 
d) Teamwork  
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