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PERSONAL STATEMENT
A Finance Accountant with over seven years working experience. An achiever, with excellent accounting and management information systems exposure, seeks career growth opportunities in Finance and Accounts sector.  
STRENGTHS

· Extensive accounts & finance experience. 

· Broad exposure to information systems.

· Outstanding logical and analytical expertise.
· Advanced excel and data analysis tools.
· Customer service and team player. 
EDUCATION
Bachelor of Commerce; Double Major Accounting & Finance          
Strathmore University 1st Class Honors.                      
Certified Public Accountant   CPA 

K.A.S.N.E.B. 

CAREER HISTORY
Afroshirazzi Enterprises

Finance Accountant                                                                Jan 2014 – To Date

A retail enterprise in the business of trading in clothes and textiles. Reporting to Managing Director, am held responsible for preparation of complete set of accounts in QuickBooks from manual records. This is a part time job that I commit 2 hours weekly. 

· Set up of accounts office and assisting in creation of internal control policies. 

· Creation of suppliers, customers and chart of accounts specific to the business. 

· Creation of stock and stock codes, suppliers and customers profiles.

· Posting into purchase ledger, sales ledger, creation and posting of journals.  

· Coding of business expenses and allocation to chart of accounts. 

· Performing bank reconciliation and generation of cashflow statement. 

· Maintaining a proper documentation and audit trail for external auditors.

· Preparation of final accounts (Trial balance, Profit and loss and Balance sheet).

· Provision of supporting schedules and management reports.

Heritage Hotels, Nairobi, Kenya


Revenue Accountant            


                                        Apr 2012 – To date
Kenya's leading luxury beach and bush safari host company with a portfolio of seven properties, in the most celebrated locations in Kenya. Reporting to Group Sales Manager am held responsible for budgeting, billing, revenue forecast and maximization. 

· Improved rate check SOP's that reduced credit notes of $36,000 monthly by over 96%.
· Resolved unpaid and partly paid invoices totaling to over $ 180,000 pending since 2008.

· Implemented changes in rate configuration which optimized room allocation and improved revenue forecast accuracy. 

· Introduced online filing which reduced printing costs and improved audit trail by over 98% 

· Provided unprecedented support to accounts receivables in resolution of contract and rate related disputes.
· Improved interdepartmental cooperation between sales and finance department. 
· Succeeded in employing advanced excel skills to harmonize contract rates for different currencies and markets.
Mastermind – Administration Section       
Finance Accounts Assistant                                                                                 Apr 2011- Apr 2012
A section within Mastermind tasked with accounting for its residential and commercial real estate investments. Reporting to Chief Accountant, was held responsible for all accounting duties of the section. 
· Improved internal controls for allocation of rent remittances. 

· Improved accuracy in coding of expenses to general ledger accounts. 

· Observed thorough verification procedures for payment of vendors and service providers.

· Maintained accurate and well detailed schedules for deposits, accrued & prepaid expenses.
· Ensured that petty cash and staff float were properly authorized and accounted for. 
· Observed strict deadlines in preparation of final accounts; P & L, B/sheet, debtor hedging
· Assisted internal and external auditors in performing audits. 
· Ensured fixed assets were correctly recorded and depreciation accurately calculated. 
· Ensured thorough reconciliation between SAP and RentMan Information systems.
Mastermind Tobacco – Production  

Cost Accounts Assistant                                             


     
  July 2008 - Apr 2011
Second largest tobacco processing and exporting company in Kenya. Reporting to Senior Accountant, was held responsible for stocks, stock movement and production costing. 
· Enhanced existing excel worksheets to cater for new SAP ERP requirements.

· Supervised fortnight stock takes to verify and reconcile physical quantities in stores against information systems records. 
· Successfully interpreted and analyzed complex costing reports generated by SAP. 

· Motivated and supervised a team of eight to deliver on accounts duties in production process
· Provided consistent analysis of variance between budget in Bill of Materials and actual costs
· Accurately allocated indirect costs to different cost centers and products.  
· Major role in development, training and implementation of Warehouse Information System.

· Conducted thorough reconciliations between SAP and Warehouse Information System. 
SIP Africa Limited, 

Accounts Payable Specialist                      
      



May 2007 - June 2008
An investment company with a portfolio in both agriculture and stock exchange. Reporting to the Accountant, was held responsible for accounts payable. 
· Ensured all invoices matched with purchase orders and goods received notes.

· Established effective dispute resolving mechanism between accounts and suppliers.

· Ensured all cheques prepared were authorized and recorded in the disbursement journal.

· Introduced excel workbooks to reconcile statement of unpaid vouchers with general ledgers. 

· Rejuvenated internal control system to adhere to high levels of integrity.
· Maintained accurate records of supplier details in QuickBooks.  
· Assisted in cash flow management by providing up-to-date report on due payments. 
IT PROFICIENCY 

· Information systems: SAP / Opera PMS / Quick Books / 
· Customized information systems:
· Factory information system (FIS). 
· Warehouse Information System (WIS).
· Rentman Information System. (FIS).
· Microsoft Office:

· Advanced Excel: Advanced formulas / pivot tables / Vlookup.  

· MS Word: 40 words per minute. 
· Outlook and PowerPoint. 

