Gideon
Email: gideon.260121@2freemail.com 
Career objective
To build a long-term career in Finance and Accounting, where my skills are utilized in the best way for achieving the company’s goals, and be recognized as an efficient and competent team player with good interpersonal and technical skills.

Core competencies/Skills
· Good team player.
· Ability to establish priorities. 

· Detail oriented and well-organized.
· Quick adapter to any environment.                

· Willingness and commitment to learn and develop and new ideas and skills.
· Customer service.

Professional Experience
P.C.E.A Lay Training and Conference Centre
Accountant
January 2012 to December 2015
Roles and responsibilities:
· Receiving and recording payments into a ledger or accounting software.
· Prepare cash and cheques payments for bank deposit.
· Custodian of cheques and any carried forward cash.

· Handling and managing office petty cash.
· Reviewing and verifying all invoices for appropriate documentation and approval prior to payment.

· Maintaining accounting ledgers by verifying and posting account transactions.
· Reporting sales taxes by calculating requirements on paid invoices.
· Verifying vendor accounts by reconciling monthly statements. Enter new or update vendor names and data.
· Charging expenses to accounts and cost centers by analyzing invoice/expense reports and recording entries.
· Liaising with payroll team and prepare employees’ pay by receiving and verifying expense reports for advances.
· Preparing bills and invoices for sales or services rendered. 

· Facilitating swift payment of invoices due to the organization by sending bill reminders and contacting clients with outstanding accounts.

· Reconciling the accounts receivable ledger to ensure that all payments are accounted for and properly posted. Researching any discrepancies by checking bills, invoices, sales receipts and bank deposit records. 

· Maintaining the cash book and handling bank reconciliations.
· Preparing and presenting monthly and annual accounts reports in readiness for audit.
· Preparing annual budgets for each department and monitoring them based on the allocated and approved vote heads.
· Any other role assigned to me by the Manager.
Achievements and Awards:

· Won the “Employee of the Year” award twice in a row.
· Spearheaded the reduction of operating expenses by 20% resulting to a 20% increase in profits.
Ministry of Housing

February 2011 to September 2011
Accounts Intern.
Roles and responsibilities:
· Receiving and receipting payments.
· Examination of receipts and invoices.
· Validation. Confirming that the invoices and receipts are original. 
· Invoicing. Posting invoices in the system.
· Preparation of payment vouchers and refund vouchers

· Posting entries in the cashbook.

· Bank reconciliation.

· Making payments using G-PAY and IFMIS (Integrated Financial Management Information System) software.

· Tax management: VAT, Withholding Tax

· Any other duty assigned to me by my supervisor.
Academic Credentials

· Association of Chartered Certified Accountants. Strathmore University, 2012- Present.

· Bachelor of Commerce Degree, Accounting major. Africa Nazarene University, 2007-2011. Certified.
· Certificate in Computer packages: Microsoft Office applications. P.C.E.A. Sigona Child Youth Centre, March 2007-May 2007.
· Kenya Certificate of Secondary Education. Kisii High School, 2003-2006. Certified.
Computer Skills
Microsoft Excel (Advanced), Quick Books, Tally, and SAP.
Language proficiency
English, Swahili.
Personal Details
Nationality:
Kenyan
Marital Status:
Single
Date of Birth:
23rd November 1988
Visa Status: 
Visit Visa

Expiry date:         29th March 2016
Hobbies & interests
Reading, travelling, listening to music, watching movies, cooking, and playing football.
