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Personal Profile 
Date of Birth

:
July 1st 1986
Civil Status

:
Single 

Gender


:
Female 
Visa Status

:
Long Tourist Visa 

Nationality

:
Kenyan
Language

:
English, Kiswahili

Objective

· My Main  aim is to work Hard accordingly in any organization.
· To maintain company policies and teamwork 

· To adapt and achieve my target in any period of time.
Educational Qualification

· Bachelor in Commerce(Marketing and Finance)

· Higher Diploma in Banking and Finance 

· Certificate in Business Administration 

Kenya School of Monetary Studies 

· Complete Secondary School Certificate
Mumbi Girls High School 
Professional Experience

Financial limited                            


                           May 2015-April 2016
position: operation manager

job responsibilities:

· Preparing daily budget and achieving at the of the day.

· Assigning duties to junior staff.

· Following daily cheques and invoices of the company.

· Preparing petty cash voucher whenever its needed to be submitted

· Closing the daily budget profit and loss account.

Nairobi Aviation College, Nairobi, Kenya 


Jan 2013 – May 2015
Position: Sales/ Account Management.
Job Responsibilities:

· Prepares asset, liability, and capital account entries by compiling and analyzing account information.

· Documents financial transactions by entering account information.

· Recommends financial actions by analyzing accounting options.

· Summarizes current financial status by collecting information; preparing balance sheet, profit and loss statement, and other reports.

· Substantiates financial transactions by auditing documents.

· Guides accounting clerical staff by coordinating activities and answering questions.

· Reconciles financial discrepancies by collecting and analyzing account information.

· Secures financial information by completing data base backups.

City  of  gold Jewelries,

 

July 2010 – Sept, 2012                                            

Job Position: Sales Manager    

Job Responsibilities:
· Record and review financial transactions
· Good communication ,writing and customer service skill.

· Flexible to work anytime.

· Able to handle varied task.
· Proper management and updation of financial records

· Internal financial assessment

· Report and analysis of information related to finance to the management

· Provide expert advice and assistance to people on taxation

· Keep oneself updated on latest financial news

· Ensure accurate and timely monthly, quarterly and year end close

· Financial audit preparation and coordinate the audit process

· Preparing Trading, Profit & Loss Account and Balance Sheet

Shopping Guide Customer Service, Nairobi, Kenya

May 2008 - Nov 2009
Position: Sales/ Customer care service
Responsibilities:

· Accepting cash, or bankcards for payment; completes check and bankcard transactions according to established procedure

· Entering purchases into cash register to calculate total purchase price.

· Counting money, giving change and issuing receipts for funds received.

· Calculating discounts or references; requesting customer identification for certain discounts and receipts as required.

· Maintaining sufficient amounts of change in cash drawer

· Balancing cash drawer and receipts; documents discrepancies.

Skills and Competencies

· Confident and Self motivated

· Be able to work individually or as a team with or without supervision

· Flexible and adapt to different working environment quickly

· Ability to work for long hours under pressure

· Seek first to understand and to be understood later
· Organized and prioritizing tasks
Computer Skills

· Excellent  Knowledge of  MS Office Applications (Word, Excel, Power Point, Access)

References

Can be provided upon request 

Declaration

I declare that the information provided above is true and correct to the best of my knowledge.
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