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Profile	A determined, motivated and adaptable individual with significant Finance and Management skills acquired and developed so far in various positions of responsibility. I have the skills and knowledge essential for managing key areas of an organization and the problem solving skills. I have, through work and voluntary roles acquired the ability to meet deadlines while maintaining a high standard of work, possessing good communication skills and able to relate to a wide range of people while putting my strong influencing skills to great use.

Skills Set                                 -    Good all round Financial and Economic Knowledge.
· Able to work as part of a team or alone.
· Ability to manage multiple tasks simultaneously.
· Confident attitude with a proactive approach to work.
· Able to prioritize individual workloads according to deadlines and a fast learner.
· Excellent customer service & communication skills
· Good Knowledge on Microsoft Office.


Academic Qualifications

April 11 - April 12  			Coventry University, United Kingdom 
                                            	(MBA Global Financial Services)

October 2006 - Oct 2009		University of Buea, Cameroon 
                                                      (Bsc. Economics)

Work Experience 
Nov 2012–April 2014 	JMT Mole Ltd, United Kingdom {Customer Services / Account Manager} 

· Responsible for the day to day running and management of hospitality franchise of an American company.
· Daily start up of business
· Ensuring enough funds to facilitate the day's business run to avoid liquidity problems
· Weekly production and supervision of staff rota to ensure enough resources to accommodate business needs.
· Daily & weekly cash reconciliations on revenue to provide to senior management.
· Providing daily and weekly reports on in and outgoing stock to ensure availability of all required items.
· Post and reconcile customer payments to general ledgers. 
· Collaborate with the Assistant Controller and Controller to maintain collection goals and general A/R.
· Receive and verify invoices and requisitions for goods and services.
·  Make arrangements for payment of outstanding and late accounts; prepare documentation for executive
· Ensuring customer service is of the very utmost and all SLAs met while making sure business needs are achieved.
· Dealing and handling customer complaints and providing feedback to ensure company reputation isn't compromised.
· Assisting with the company promotions as and when required to do so to achieve overall company goals.
· Identifying methods to best help customers.
· Review all credit balances, refunds, and adjustments, and apply adjustments and/or corrections to.
·  Maintain updated vendor files and file numbers. 
· Maintain a filing system for all financial documents. 
· Ensure the confidentiality and security of all financial and employee files. 
· Ensure the strict confidentiality and privacy of financial records as they relate to the organization and its customers.
· Handle customer inquiries, complaints, billing and payment questions/ service requests.

July 12–November 12	Tazob Ltd, London, United Kingdom- Accounts Assistant	
· Perform the day to day processing of financial transactions to ensure that the company’s finances are maintained in an effective, up to date and accurate manner. 
· Responsible for managing short term cash flow, reconciliation and maintenance of company bank accounts.
· Assisting in the money movements on a weekly basis.  
· Conducting the daily cheque run.
· Acting as the key contact between the bank and the company. 
· Maintenance and administration of the company bank accounts.
· Ensuring company bank accounts have sufficient funding to enable the business to meet all commitments on time. 
· Ensuring the business gains optimum return on cash by use of overnight deposits.
· Processing of manual refunds. 
· Daily use of the on-line banking facility and process to process routine and one-off payments. 
· Undertake filing accurately and in a timely manner. 
· Debtor, Creditor and stock reconciliations.
· Receive and verify invoices and requisitions for goods and services
· Make arrangements for payment of outstanding and late accounts; prepare documentation for executive. 
· Investigate and resolve billing discrepancies or misapplied cash transactions.
· Maintain a filing system for all financial documents. 
· Provide backup support to the receptionist for answering of phone calls. 


Jan 12–July 12	            True Volunteers Foundation - Assistant Project Manager
				 United Kingdom	

· Working as part of a team that is responsible for identifying, analyzing and preparing projects in different regions/areas.
· Building and fostering long-term relationship with partners while maintaining a good relationship with business partners.	
· Identifying potential partners and projects in different region of the world and assessing their reliability, integrity and commitment.
· Preparing project briefs, statistical data and periodical reports to measure impact from project activities.
· Identifying problems and providing solutions to possible scenarios that may arise in the implementation of projects.
· Delivering projects that bring about social change while adhering to business needs.

Language Skills
Languages				Fluent/proficient in English & Basic knowledge of French

Personal Details
Nationality				Cameroonian




