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CURRICULUM     VITAE

CAREER OBJECTIVE

To work in a growing organization, where my skills in sales and accounting will be                                                          utilized to increase productivity.

PERSONAL DETAILS

Date of Birth:



25th May, 1978

Nationality:



Kenyan

Marital Status:



Single

EDUCATION BACKGROUND

UNIVERSITY EDUCATION

SEPT. 1998-APRIL 2002


CATHOLIC UNIVERSITY OF EAST AFRICA







Bachelor of Commerce







(Business Administration)

                    

                           
Second Class Honours

PROFESSIONAL QUALIFICATION: PART-TIME STUDY

JUNE-DEC 2001





                                                                               CERTIFIED   FINANCIAL ANALYST (C.F.A) East. Africa

                                                                                Professional certificate --   level 1

JAN-DEC…2000



C.F.A-- Technician Certificate

Currently pursuing C.F.A professional level   2 and 3

SECONDARY EDUCATION

FEB. 1994- NOV. 1997:


DAGORETTI HIGH SCHOOL







K.C.S.E. – Mean Grade B(Plain)

PRIMARY EDUCATION

JAN.1985 – NOV 1993:


            ST. NICHOLAS PRI. SCHOOL







K.C.P.E.- Mean Grade A

WORKING EXPERIENCE

July 2002 to March 2003

INSTITUTION: New Tide Fashion & Accessories - NAIROBI
Post: Sales and customer service executive

Duties: 

Welcoming and receiving customers

Ensuring that customers are provided the best service 

Inventory control and receiving all deliveries

April 2003 to Jan 2006

INSTITUTION: Rhemax College - NAIROBI 

Post: Tutor
Duties:

-Teaching elementary Business Finance/Accounting &Business Law

-Undertaking other miscellaneous administrative duties

June 2006 to May 2007 

INSTITUTION: United Brokerage – ABU DHABI  

Post: Assistant Accountant

Duties:

Keeping books of accounts

Preparing receipts & payment vouchers

Bank reconciliation 

June 2007 to Jan 2009 

INSTITUTION: –Sedan Paper Trading - DUBAI

Post: Sales Coordinator/accounts assistant

Duties:

- Describing the products to customers

-General book keeping, drafting quotations, order sheets, invoices and other miscellaneous related documents

-Handling export documents such as letters of credit, bill of lading, commercial invoices & packing lists

-Dealing with customers’ & suppliers’ queries regarding shipping details, documentation & payment terms

March 2009 to Date
INSTITUTION: - Emirates Laila Fashion / Guangzhou Trading -DUBAI
Post: Accountant

Duties

General accounting duties including;

-Keeping daily sales records

-Processing of invoices & purchases

-Bank reconciliation

-preparation of final reports. - income statement & balance sheet

COMPUTER LITERACY

-MS   Word, MS   Excel, Power Point
-Quick books / Peachtree / Tally
-Microsoft Dynamics GP

REFEREES

Available upon request

