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                                                                                  Accounts and Finance Professional

PROFILE SUMMARY
A highly motivated and results driven finance professional who has over six years of experience in handling book-keeping and accounts to finalization. Ambitious and looking forward to playing a vital role in financial decision making and adding significant value to a business. A high performing individual with the ability to handle complex assignments effectively and possessing the confidence to work as part of a team or independently. 
Presently looking to join a company that offers long term career prospects where she can excel, deliver and achieve her potential. 


STRENGTHS 
	· High levels of Integrity
	· Attention to detail

	· Eager to learn new things and creative
	· Leadership skills

	· Strive for continued excellence.
	· Excellent People Skills

	· Able to work under pressure and meet       deadlines effectively
	· Proactive, taking the initiative to explore issues and to generate new ideas


QUALIFICATIONS

Kenyatta University






2008 - 2011
MBA Finance
The Institute of Certified Public Accountants, Kenya

2006 - 2010
CPA (Qualified Accountant)
University of Sunderland





2004 - 2005
B.Sc Computer Studies (Honours)

Institute for the Management of Information Systems (IMIS)
2002 - 2003
Diploma and Higher Diploma in Information Systems
Association of Business Executives (ABE)



2003 - 2004
Diploma in Business Administration
Book-keeping and Accounts





2000 - 2001
Pitman’s Levels 1&2
Aga Khan High School





1998 – 2001

KCSE: Math (A) English (B) Accounting (A) Physics (B)
ACHIEVEMENTS

· One of my major accomplishments include being able to identify and implement migration from a manual system to a new computerized system successfully. 

· I have been able to lower the company operational expenses by 25% and was able to introduce new internal control checks to improve the accuracy of the financial system in place.
· Facilitated a team charged with the improvement of inventory record accuracy and the team results included eliminated annual inventory losses exceeding and improved record accuracy. 

PROFESSIONAL EXPERIENCE
Company Accountant reporting to Managing Director

April 2011 – July 2012

Group. Dubai, UAE

My duties revolve around all aspects of Finance within the organization and reconciliations with group accounting.
KEY RESPONSIBILITIES 
· Management accounting & analysis broken down into cost centres at 3 hierarchy levels

· Supporting external and internal auditors in their year end programmes
· Manage petty cash

· Prepare cash flow forecast and cost structure for every month/Quarter/Year 

· To prepare timely periodic financial reports to Directors (Profit &Loss, Balance Sheets, Cash flow, Revenue leader Board , Adhoc reporting)

· Follow-up with consultants for their Expense claims; review approved claims; ensure Expenses data file promptly uploaded into system and reimburse employees.

· Payroll Management through WPS including commission calculations.
· Prepare variance analysis for comparisons of budgeted and actual figures

· Develop financial and administrative procedures for the whole firm (travel, entertainment, lodging etc) 

· Set up controls e.g. Expense claims and mobile phone bills.

· Annual budget planning process 

· Year-end statutory reporting
· Managing Accruals and prepayments
· Set up and maintain a Fixed Asset register.

· Required to support  a related company (Brainnox Goup - an investment company), in all their financials and supporting their external audit for 2011 pending recruitment of a new CFO within the organisation

Financial, HR and Admin Manager reporting to Director

Jan 2008 – Feb 2011
Radio Umoja, Nairobi, Kenya
Accountant reporting to Financial Controller



Jan 2006 – Dec 2007

Techbiz Limited. Mombasa, Kenya
AREAS OF EXPERTISE 
	· Analyzing statistics
	· Cash Flow Control
	· Petty Cash Management

	· Budgeting preparation
	· Payroll including WPS
	· Variance Analysis

	· Fixed Assets Management
	· Data Manipulation
	· Internal Controls

	· Management Accounts
	· Heading company audits
	· Tax & other statutory Deductions (Kenya)


I.T. SKILLS 
Applications: MS office, Flash, Dreamweaver, HTML 

Accounting Packages: QuickBooks, MS Accounting

Enterprise Resource Planning Software: MS Everest, Ms Dynamics (SL)
Relational Database Management Systems: Access Dimensions
Database Systems: Ms Access

Languages: C++, Java, Visual Basic
PERSONAL DETAILS
Nationality

:
Kenyan
Date of Birth

:
01/08/83
Driving License
:
Light Vehicle

REFERENCES

Will be furnished upon request
