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	Career Objectives
	Seeking a suitable position in accounting, finance or credit control in the Services Industry, Banking, Trading Sector and government institutions were l can utilize my professional skills which l have acquired in Dubai (UAE) and Harare Zimbabwe.


	Personal Attributes
	· Hard working, self motivated, dependable and goal oriented employee.

· Strong interpersonal skills and sensitivity; 
· Excellent presentation skills; 
· Team player; 
· Substantial experience as well as a proven track-record in accounting and credit control. 
· Have had exposure to work under pressure and to meet target deadlines.
· I have learned the importance of attention to details and my work reflects my commitment to quality. 


	Educational Qualifications
	· Ordinary  & Advanced  Levels Certificates with University of Cambridge Board (UK)

	Professional Qualifications and Membership
	· Accounting Degree with Institute of Chartered Secretaries and Administrators International (ICSA)

· Diploma Holder of the Institute of Credit Management in Zimbabwe (ICM)
· Supervisory Credit Control Certificate  
· ACCA Finalist Student Member 
· Graduate Member of ICSA International

· Associate Member of the Institute of Credit Management in Zimbabwe (ICM)

	Professional Skills
	· Over 15 years working experience in senior positions in the field of accounting, finance, credit control and administration in Harare Zimbabwe and Dubai United Arab Emirates

· Strong organizational and decision making skills acquired during the past years of working in different organizations as Admin Manager, Credit Control Manager, Accountant and Finance Manager.

· Developing, implementing, maintaining, improving and evaluating internal control environment.

· Preparation of all financial reports such as Budgets, Profit and Loss accounts, Balance Sheets and Bank reconciliations.

· Preparing and analyzing financial reports in line with IFRS

· Credit appraisals, accounts receivable management and risk analysis

· Credit control specialist/all round credit control strategist

· Develop internal control frameworks and mechanisms for all departments in line with IFRS
· Good negotiating and project management skills


	EMPLOYMENT HISTORY

	Current Employer:  Group LLC (Dubai) UAE

Job Title:                  Accountant
Period:                     October 2008 to present
Duties and Responsibilities         

· Ensure financial records are maintained in compliance with accepted policies and procedures
· Compile and analyze financial information to prepare financial statements including monthly and annual accounts

· Ensure all financial reporting deadlines are met
· Prepare financial management reports 
· Ensure accurate and timely monthly, quarterly and year end close establish and monitor the implementation and maintenance of accounting control procedures
· Resolve accounting discrepancies and irregularities

· Bank reconciliation

· develop and maintain financial data bases

· financial audit preparation and coordinate the audit process

· Ensure accurate and appropriate recording and analysis of revenues and expenses
· Processing of all purchase requisitions (LPO)
· Prepare and process petty cash requisition and making necessary journal entries.
· Responsible for verifying and checking employee payroll draft before final payout.
· Handling all salary queries and making necessary adjustments.
    

	
	Employer                          Guard Alert Group of Companies ( Harare) Zimbabwe

Job Title
                             Finance Manager

Period                                January 2005 to Sept 2008
Duties and Responsibilities
· Managing the day to day finances of the organization

· Management reporting & analysis 

· Working with & influencing the wider business 

· Annual budget preparation, Monthly Payroll, Credit control and final accounts

· Managing, mentoring & training subordinates
· financial audit preparation and coordinate the audit process

· ensure accurate and appropriate recording and analysis of revenues and expenses

· analyze and advise on business operations including revenue and expenditure trends, financial commitments and future revenues

· analyze financial information to recommend or develop efficient use of resources and procedures, provide strategic recommendations and maintain solutions to business and financial problem


	
	Employer                               Guard Alert Group of Company (Harare) Zimbabwe

Job Title
        
                   Senior Accountant

Period


    September 1998 to January 2005
Duties and Responsibilities
· Prepare monthly and annual financial statements

· Ensure all financial records are maintained in compliance with accepted policies

· Ensure all financial reporting deadlines are met

· Financial audit preparation and coordinating the audit process


	
	Employer

Delta Operations-Pelhams Group (Harare) Zimbabwe
Position Held

Credit Control Manager

Period


June 1995 to September 1998
Duties and Responsibilities

· Maintain up-to-date billing system follow up, collection and allocation of payments

· Carry out billing, collection and reporting activities according to specific deadlines

· Reconciliation of debtors accounts

· Monitoring customer account details for non payments, delayed payments and other irregularities

· Maintain accounts receivable customer files

· Follow established procedures for processing receipts, cash etc

· Investigate, resolve customer queries  and process adjustments

· Organizing a recovery system and initiate collection efforts, communicating with customers via phone, email, mail or personally.

	
	Employer
              National Carpets and Curtains (Pvt) Ltd  Harare(Zimbabwe)
Position Held
             Administration Manager

Period   
                            March 1991 – May 1995

Duties and Responsibilities
· Coordinating with all department heads and managers, arranging meetings, travelling arrangements

· Providing guidance to all administration matters

· Authorizing all administration documents 

· Analyzing and reviewing all management report


	Institute of Chartered Secretaries and Administrators (ICSA) International – Subjects Passed
	Financial Accounting 1
                          Financial Accounting 2                                                  Economics

    
         Advanced Accounting and Financial Reporting        

Principles of Marketing                                   Taxation                                                  


Corporate Governance                                Corporate Financial Management                             Cost and Management Accounting           Auditing 

Human Resources Management
         Business Communication                   


Corporate Law and Practice 1                    Corporate Law and Practice 2
                         General Strategic Management                 Company Law     


 

Corporate Administration   
        Information Technology

	Credit Management Diploma Subjects Passed
	Credit Management 1       B                Principles of Marketing                                                        B
                          

Credit Management 2       A               Credit Management 3                                                         B
                                         

Business Communication  B                 Management of Finance and Credit                               C                                    

Financial Accounting 1      B                Management Information Systems & Data Processing  B

Financial Accounting 2      B                Management of Personnel                                                 A    

Economics
              B                Management Principles and Policies                                C

Commercial Law
              B                                                                                        

	Certificate in Supervisory Credit Control
	Credit strategy & Credit policy             Credit marketing

Cash flow management                        Leadership and Supervisory skills

Credit control techniques                      Factoring and Credit insurance

	ACCA

 Subjects Passed
	   F1. Accountant in Business                    F2. Management Accountant

   F3. Financial Accounting                      F4. Corporate and Business Law

   F6. Taxation                                             F7. Financial  Reporting 



	Computer Skills
	· Highly computer literate with vast experience in a pool of computerized 
· Accounting systems such as SAP, ERP, Sage, Pastel, Accpac, Quick Books, Tally
· Ms Excel, 

· Team viewer,

·  Microsoft Word, 

· Power point, internet

· Microsoft Outlook 2003

	Personal Details
	Date of birth:       22 January 1970

Marital status:     Married

Drivers license   Class 4 Zimbabwean Drivers license Holder
Nationality:         Zimbabwean with UAE Residence Visa based in Dubai

Languages:        Speak, read and write English 
 Refers to be provided upon request



