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Nationality/Race

Marital Status

Dependents



· South African
· Married
· Two
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Career Summary
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	Company
	Position
	Duration

	Sir Fruit
	Admin Manager
	01/05/2015 – to date

	
	
	

	HBS Aluminium Systems
	Inventory Controller
	01/11/2013 – 30/04/2015

	
	
	

	HBS Aluminium Systems
	Accountant
	01/05/2012 – 31/10/2013

	
	
	

	Walton’s Stationery
	Accountant
	01/06/2000 – 31/12/2011

	
	
	


Candidate Summary

Academic History



Qualification

Date Completed

Institution

Qualification

Date Completed

Institution

Qualification

Date Completed

Institution

Qualification

Date Completed

Institution

Qualification

Date Completed

Institution



· Std 5
· 1983
· Parowvalley Primary
· Std 7
· 1986
· J J Du Preez High School
· N2
· 1988
· Cape Town Technical College
· Certificate in Accounting – to Trail Balance
· 2003
· Tygerberg College
· Certificate in Accounting – to Balance Sheet
· 2003
· Tygerberg College
Computer Skills


	Programs/Systems :
	
	Word – Advanced
	
	Excel – Advanced

	
	
	PowerPoint – Advanced
	
	Outlook – Advanced

	
	
	Dynamics – Axapta
	
	Accpac

	
	
	Kerridge 8
	
	MFG Pro

	
	
	Pastel
	
	


Additional Training and Skills


	
	Excellent Communications Skills
	
	Strong attention to accuracy

	
	Good Organisational Skills
	
	Attention to Details

	
	Natural Leadership Qualities
	  Ability to motivate others


· Passionate about accounting

Resumé of Career to Date


	
	
	Company Name
	
	:
	Sir Fruit
	

	
	
	
	
	
	
	
	
	
	
	

	
	Type of Industry
	
	:
	Manufacturer & Distributor

	
	Period of Employment
	:
	01/05/2015 – To date

	
	Position
	
	
	:
	Administration Manager

	
	Reason for Leaving
	:
	Looking for a position closer to home

	
	Duties
	
	
	:
	   Supports operations by supervising staff; planning,

	
	
	
	
	
	
	
	
	
	organizing, and implementing administrative

	
	
	
	
	
	
	
	
	
	systems;

	
	
	
	
	
	
	
	
	   Maintains administrative staff by recruiting,

	
	
	
	
	
	
	
	
	
	selecting, orienting, and training employees;

	
	
	
	
	
	
	
	
	
	maintaining a safe and secure work environment;
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developing personal growth opportunities;

· Accomplishes staff results by communicating job expectations; planning, monitoring, and appraising job results; coaching, and disciplining employees; initiating, coordinating, and enforcing systems, policies, and procedures;
· Provides supplies by identifying needs for reception, switchboard, mailroom, and kitchen; establishing policies, procedures, and work schedules;
· Provides communication systems by identifying needs; evaluating options; maintaining equipment; approving invoices;
· Purchases printed materials and forms by obtaining requirements; negotiating price, quality, and delivery; approving invoices;
· Completes special projects by organizing and coordinating information and requirements; planning, arranging, and meeting schedules; monitoring results;
· Provides historical reference by developing and utilizing filing and retrieval systems;
· Improves program and service quality by devising new applications; updating procedures; evaluating system results with users;
· Achieves financial objectives by anticipating requirements; submitting information for budget preparation; scheduling expenditures; monitoring costs; analysing stock variances;
· Maintains continuity among corporate, division, and local work teams by documenting and communicating actions, irregularities, and continuing needs;
· Maintains professional and technical knowledge by attending educational workshops; benchmarking professional standards and establishing personal networks;
· Contributes to team effort by accomplishing related results as needed.
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Company Name

Type of Industry

Period of Employment

Position

Reason for Leaving

Duties



· HBS Aluminium Systems

· Developing, Stocking & Selling Aluminium Systems
· 01/11/2013 – 30/04/2015
· Inventory Controller
· Resignation
·    Responsible for direct buying of all trading stock

(Inc. hardware & finished products) with assigned suppliers;

· Negotiating prices and quantities;
· Responsible for finishing stock – Anodising and powder coating;
· Purchase these daily or weekly according to stock model, or planned event per customer;
· Responsible to negotiate and purchase monthly opportunistic specials;
· Responsible to liaise with branches on planned purchases for month, both informing them of plan and asking them for input and recommendations;
· Responsible for effective follow up on orders placed;
· Responsible to plan and communicate supplier logistical schedule to management;
· Manage monthly stock take;
· Ensure warehouse maintain stock in correct Bin locations;
· Minimise Obsolete and slow moving stock;
· Responsible to follow up on Annual special plan with each supplier one month in advance and to report any exceptions to Branch manager;
· Responsible to maintain stock codes on system;
· Visit suppliers from time to time as determined by myself or Branch manager;
· The maintenance of an efficient and comprehensive vendor base in Kerridge 8 that can meet customer needs timeously, reliably, with the appropriate quality and in a manner supportive of preferential procurement imperatives;
· Assist with the review of the vendor base against diagnosed customer requirements to ensure a holistic offering;
· Comprehensively capture specifications for procurement of good/service, comprehensively brief suppliers and ensure need is
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comprehensively met by the procured good/service;

· Conclude effective supplier negotiations;
· Identify and evaluate potential vendors for low value buys in an equitable manner with due consideration for preferential procurement imperatives;
· Maintain thorough records pertaining to vendor appointment and terms of engagement;
· Monthly reporting on Obsolete, Slow moving, 1st pick percentage, Fast moving stock;

Daily  costing, variance and margin  analysis;

· Administer the conclusion of contracts with appointed.


Company Name

Type of Industry

Period of Employment

Position

Reason for Leaving

Duties



· HBS Aluminium Systems

· Developing, Stocking & Selling Aluminium Systems
· 01/05/2012 – 31/10/2013
· Accountant
· Resigned
·    Processing of financial information to final TB on a
monthly basis for Technical Systems in Paris, France;

· Loading and authorization of  EFT payments;
· Compiling of balance sheet and general ledger journals;
· Check Trail Balance for relevance and accuracy;
· Check Expenses monthly to budget and prior year. Investigate abnormal items and implement corrective action;
· Verify inter-company loan account recons;
· Responding to branch and regional queries;
· Verifying creditor documentation, reconciliations and EFT’s;
· Ensure that invoices are matched with corresponding orders and goods received notes;
· Ensure that all relevant VAT documentation is attached, authorized and process on E-Filing;
· Verify supplier payments are reconciliations to the supplier statement;
· Adhere to Internal Audit controls;
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· Adhere to external audit requirements;
· All journals checked and authorized before processing;
· Balance sheet and general ledger reconciliations on monthly basis;
· All sundry invoicing is done on time and payments followed up;
· Supplier documentation to be checked;
· Ad hoc requests from management and head office are handled in time and on an accurate manner;
· Main bank account reconciliation;
· Verify Imports documents and costing of all imported stock from France.


Company Name

Type of Industry

Period of Employment

Position

Reason for Leaving

Duties



· Walton’s Stationery

· Stationery
· 01/06/2000 – 31/12/2011
· Accountant to Group Financial Manager
· Retrenchment (Head Office moved to JHB)
·    Processing of financial information to final TB on a
monthly basis;

· Processing of financial information to Balance Sheet on a monthly basis;
· Financial Planning and budgeting on a monthly basis;
· Annual budget preparations and submit to CFO
· Monitoring budget performance;
· Loading and authorization of EFT payments to excess of R80mil;
· Compiling of balance sheet and general ledger journals;
· Check Trail Balance for relevance and accuracy;
· Check Expenses monthly to budget and prior year. Investigate abnormal items and implement corrective action;
· Report abnormal or suspicious entries to Financial Director;
· Verify inter-company loan account recons;
· Reconciling of general ledger, balance sheet and Corporate Social Investment accounts;
· Reporting and analysis on inventory and stock accounts;
· Responding to branch and regional queries;
· Analyse previous results and set budgets for future
	
	7
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


periods in consultation with branch managers, accountants, financial managers and financial director;

· Verifying creditor documentation, reconciliations and EFT’s;
· Releasing EFT payments – Limit of R65 million;
· Ensure that invoices are matched with corresponding orders and goods received notes;
· Property manager for Bidvest property at Woodstock – Invoicing of all rental to tenants, maintenance and security of property;
· Liaising with municipalities, Public works and other authorities to resolve property issues;
· Ensure that all relevant VAT documentation is attached, authorized and process on E-Filing;
· Verify supplier payments are reconciliations to the supplier statement;
· Adhere to Internal Audit controls;
· Adhere to external audit requirements;
· All journals checked and authorized before processing;
· Balance sheet and general ledger reconciliations on monthly basis;
· All sundry invoicing is done on time and payments followed up;
· Supplier documentation to be checked;
· Ad hoc requests from management and head office are handled in time and on an accurate manner;
· Main bank account reconciliation.
