CLAVER
Email: claver.356474@2freemail.com
BACKGROUND & EDUCATIONAL SUMMARY

· 18  years working experience in accounts department with detailed coverage of the following sectors;

-
Tourism, Retail & Merchandising, Stock management, Foreign exchange, Hospitality, Restaurant and fast Foods, Mining, Engineering.
· Held positions of Chief Financial Officer, Financial Manager, Accountant, Bookkeeper, Business Consultant in various organisations
· Bachelor of Accounting Sciences (BCompt) degree (Unisa) – Majors Financial Accounting & Auditing
· ACCA Finalist

· Diploma in Business Studies
· Institute of Certified Bookkeepers and Accountants (Csb ICBA) RSA. 

· Pastel Accounting Certifications -  Practitioner, Certified Installations Technician, Certified Trainer
· Ordinary and Advanced Levels
· Highly conversant with various computer packages as follows:
- Pastel Partner, Pastel Evolution, Pastel Express, SAP Business One, Pos-I-Till, QuickBooks Pro, MS Excel (Advanced), MS Word, MS publisher, MS PowerPoint, MS SQL Server, Acc Pac, Innkeeper, Aura Point of Sale (Front and Back Office), Pastel Evolution Payroll, Pastel Partner Payroll, VIP Payroll, GAAP Point of Sale
Objectives

To display my skill in effective decision making and strategic thinking and planning that is essential to the success of any organisation that I am associated with and to strengthen stakeholder confidence through diligence, efficiency and results that exceed expectations. I derive my confidence from the valuable experience and exposure that I have acquired throughout the many years of interaction with a varied pool of businesses. I am effective in business systems implementation and internal controls
Personal Details

D. O .B

: 16 June 1978

Sex

: Male

Marital Status
: Married
Work Experience

Bradbri Engineering (Pty) Ltd Sep 2016 - Current

Position – Financial Manager

· Full financial Accounting and Reporting 
· Legal, Risk and Compliance
· Human Resources
· Information Technology
· Internal Systems implementation, Review and update
· External Audit preparation and liaison
· Review of audited financials and recommending for adoption
P & C Mining Services (2012 – Dec 2015)

Position – Financial Manager
Financial and Management Accounting functions
· Develop and maintain timely and accurate financial statements and reports that are appropriate for the users and in accordance with generally accepted accounting principles (GAAP)

· Develop, implement, and ensure compliance with internal financial and accounting policies and procedures

· Prepare all supporting information for the annual audit and liaise with the Board and the external auditors as necessary

· Document and maintain complete and accurate supporting information for all financial transactions

· Develop and maintain financial accounting systems for cash management, accounts payable, accounts receivable, credit control, and petty cash

· Reconcile bank, investment and loan accounts

· Review monthly results and implement monthly variance reporting

· Manage the cash flow and prepare cash flow forecasts in accordance with policy

· Oversee the bookkeeping function including maintenance of the general ledger, accounts payable, accounts receivable and payroll

· Develop and implement policies and procedures to ensure that personnel and financial information is secure and stored in compliance with current legislation

· Manage the acquisition of capital assets and ensure that assets are properly recorded, amortized, and disposed of as appropriate
· Taxation planning, preparation of tax returns, submission and payments
· Maintain a healthy working capital structure

· Administration of operating and finance leases
Information Technology
· Ensuring and maintaining integrity of the information captured and stored within the organisation.
· Regular review and update of the information system.
· Recommending and implementing appropriate information systems.
· Evaluate the need for new technology to meet the organization's financial data processing, control, and reporting requirements. Advise on appropriate technology that meets the organization's information requirements and financial resources 

Board Responsibilities.
· Attending board meetings.
· Participating as board member in strategy and policy formulation and implementation.
· Presenting financial results and reviewing with board of directors. Reviewing and signing work and related contracts
· Reviewing, adopting and signing off audited financials
Compliance
· Ensuring the company complies with the relevant legislation and regulatory matters.
· Ensuring that all statutory requirements of the organization are met
· Participating in structuring the company’s human resources to comply with Employment Equity regulations and ownership structures
· Liaising with the company attorneys to monitor, review and update company’s legal policies and compliance requirements
Risk management

· Monitoring risk management policies and procedures to ensure that organizational risks are minimized

· Maintain and review appropriate insurance coverage for the organization’s assets
· Maximize income and profit margins where possible and appropriate.
· Negotiate with Bank for lines of credit or other financial services as required and appropriate in line with the constant changing needs of the company
· Monitoring liquidity and solvency ratios and advising the board accordingly

Payroll preparation and administration

· Oversee all payroll functions to ensure that employees are paid in a timely and accurate manner

· Negotiate and manage the employee insurance and benefits plans

· Process and submit statutory and benefits remittances on time

Inyaco Management Company (Midrand - RSA) Sep 2008 to July 2011
(Restaurants Management Company Incorporating; Maxi’s, Kauai’s, Ocean Baskets, Business Thyme Corporate Catering)

Position: Financial Manager
· Supervision and verification of all accounting information from source documents

· Production of weekly, monthly and ad hoc management reports

· Monthly financials up to Balance Sheet

· Formulating and implementing internal audit systems
· Balance sheet Accounts reconciliations and corrections
· Fixed Assets Control

· Food Cost controls, daily, weekly and monthly

· Investigating deviations from food cost budgets

· Supervision of creditors and debtors departments
· Effecting electronic payments for trade and sundry creditors

· Overseeing Cash books and bank reconciliations

· Budgets preparation and Budgetary control 

· Payroll processing and control

· SARS Efiling, PAYE, VAT, UIF, SDL and reconciliations
· Overseeing Stock management and control

· Revenue and expenditure control

· Monitoring and managing internal control systems
· Cash flow management
Legend Lodges, Hotels and Resorts (Limpopo - RSA) January 2007 to August 2008

Entabeni Safari Conservancy (6 lodges, 4 and 5 stars)
Position: Accountant

· Responsible for bookkeeping up to balance sheet

· Production of monthly management accounts

· Supervision of the food and beverages control department

· Supervision of the accommodation reservations system

· Systems recommendation, implementation and review

· Budgets allocation and control

· Payroll preparation and processing
· Creditors reconciliations and payments
· Cash books and Bank reconciliations
Mapopoma Cruises (Victoria Falls) – Jan 2004 to Dec 2006
Bookkeeper / Accountant
Duties

· Writing books up to Balance Sheet

· Trial balance adjustments to include accounting for depreciation, provisions and accruals.

· Preparing and processing expense journals like salaries, cost of sales, packaging, sales tax and statutories.

· Statutory returns and payments.

· Monthly VAT and other statutory returns.

· Supervising daily banking and sales processing. 

· Reconciling and paying trade and sundry debtors.

· Supervising stores and stock control, and inventory management.

· Daily statistics for retail managers and head office. 

· Cash book and bank reconciliations monthly.

· Preparing for year end and internal audit.

· Assisting with systems monitoring and continuous review.

· Assisting in preparation of final accounts and tax computations.

Innscor Africa (Tourism) Jan 1999 – Dec 2003
Shearwater Adventures Division 
Bookkeeper 
Duties

· Writing books up to Balance Sheet

· Trial balance adjustments to include accounting for depreciation, provisions and accruals.

· Preparing and processing expense journals like salaries, cost of sales, packaging, sales tax and statutories.

· Statutory returns and payments.

· Monthly VAT and other statutory returns.

· Supervising daily banking and sales processing. 

· Reconciling and paying trade and sundry debtors.

· Supervising stores and stock control, and inventory management.

· Daily statistics for retail managers and head office. 

· Cash book and bank reconciliations monthly.

· Preparing for year end and internal audit.

· Assisting with systems monitoring and continuous review.

· Assisting in preparation of final accounts and tax computations.
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