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CURRICULUM VITAE

NAME: 



JACINTA 

NATIONALITY:


KENYAN





DATE OF BIRTH:
            
11TH MARCH 1984

MARITAL STATUS:

SINGLE

E-MAIL ADDRESS:


Jacinta.209706@2freemail.com 
LANGUAGES: 


English & Swahili, (Verbal & Written) 

LOCATION:



Abu Hail, Dubai- UAE.
VISA STATUS:                         
Visit visa
POSITION:



ADMIN, DATA ENTRY, ACCOUNTS
CAREER OBJECTIVE
To fully establish my career by gaining relevant experience through continued training and development in pursuance of upgrading my skills. To be a distinguished leader and expert in the field of Accounting and Finance in order to deliver greater customer value and satisfaction.

STRENGTHS 

Focused and attentive to details. A confident team player and a self–starter, with ability to multitask, meet deadlines and deliver positive results even in the most challenging environment. Self-motivated and able to exercise professionalism, honesty and integrity in assignments.

WORK EXPERIENCE

OCT 2011– NOV 2013

Company: 

CITI BANK, KENYA

Position:

DATA ENTRY/ ACCOUNTANT
Duty and Responsibilities

· Inputting data in a timely and accurate manner into the web-based information system using computerized accounting software.

· Enter, store and or retrieve information as requested or otherwise necessary as well as summarize data in preparation of standardized reports.

· Maintaining and updating customers’ accounts regarding the daily debit or credit transactions as per the company’s accounting procedures.

· Performs general clerical functions such as sorting, routing and distributing mail; typing information from hand written copies.

· Utilizing computerized data entry equipment and various MS Office Programs such as Word, Excel and Power Point for data entry and retrieval.

SEPT 2010- NOV 2010

Company:

METROPOLITAN TEACHERS’ SACCO (KENYA) 

Position:

CASHIER INTERN

Duty and Responsibilities:

· Handling all payments transactions smoothly and efficiently
· Preparing journal entries
· Appraising normal and emergency loans 

· Up-dating of members’ personal accounts

· Preparation of financial statements

· Data  reconciliation 

· Sorting, filing and retrieving of customer files
EDUCATION BACKGROUND

CATHOLIC UNIVERSITY OF E.AFRICA (2006-2010):
Degree in Commerce

(Accounting)

KIWAN COMPUTER COLLEGE (2010):
Computerized Accounting Packages (Sage, Quick Books & Pastel)

TRIKHA GIRLS’ HIGH SCHOOL (2001-2004):
Kenya Certificate of Secondary Education

MIRIMAINI PRIMARY SCHOOL (1991-2000):
Kenya Certificate of Primary Education

OTHER SKILLS

UWEZO KENYA:


            
         Training in Research 

         Data collection 

                     Data Analysis & Reporting

KENYA NATIONAL BUREAU OF STATISTICS:
         Enumerating in Population and   

         Housing Census

INTERESTS

Socializing, Reading, Listening to Music & Swimming

