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KOECH
Koech.362579@2freemail.com  

Objective:
With my  Experience, academic and professional qualifications I relish to have a challenging position that meets my competencies, skills, abilities and talents and be a dynamic person to the organization that I work for.

Work Experience:

July, 2014 to Present

FUCOM LLC (Geant Hyper Market)

IBN Battuta Mall, Jebel Ali Dubai, UAE

Assistant Manager-Accounts Payable

Duties and Responsibilities
· Manage and oversee the daily operations of the accounts payable department.
· Process month end closing by preparing 15 stores Gross Margin Calculation files against the budget numbers.
· Monitor and analyse accounting data and produce financial reports and statements

· Establish and enforce proper accounting methods, policies and principles and monitor internal controls
· Coordinate and complete yearly annual Audits and internal audits
· Provide recommendations on required changes to enhance efficiency
· Manage supplier payments and ensure they are done on timely manner as per agreement terms
· Manage approved budgets and prepare actuals in comparison with budgets and highlight deviations

· Manage all stock take processes and monitor stock count results and report on final variances
· Negotiate early payment and ensure EPD. budgets is achieved without fail to the sum of AED 4M Annually
· Team motivation through team building. Rewarding special achievements etc.
July, 2012-June-2014 

FUCOM LLC Dubai, UAE

Accounts Supervisor 
Duties and Responsibilities

· Complete the 3-way match of the Purchase order, Goods Receipt Note and Invoice prior to recording any invoice on the ERP. Verify items billed against items ordered and receive and reconcile differences through investigation and follow-up with the vendor and/or other employees

· Ensure data accuracy and posting to the correct codes in the published Chart of Accounts, of the invoices posted in the system to ensure accurate accounting and subsequent payment.

· Reconcile transactions, financial data, and other information to an automated accounting system and correct discrepancies.

· Ensure 100% reconciliation of Supplier and accounts as a part of daily routing and investigate and correct discrepancies, if any.

· Prepare accurate and timely reports as required by the Line Manager.

· Contribute in revising work methods, forms, formats, and standards to improve operating efficiency.

· Contribute by responding, coordinating & investigating requests/queries received

· Update and maintain files and documentation thoroughly and accurately, in accordance with company policy and accepted accounting practices

FUCOM LLC Dubai, UAE

Accounts Clerk

July 2010 - June 2012

Duties and responsibilities
· Maintain up-to-date accounts payable system

· Updating and maintaining records of other Income 

· Ensuring that all payments are made in accordance with company policy

· Reconcile accounts payable transactions.

· Pays invoices by verifying transaction information; scheduling and preparing disbursements; obtaining authorization of payment.

· Process trade vendor invoices and service provider invoices for inventory by entering them into the system

· Monitor suppliers account details for terms of payment, credit terms and other irregularities

· Enter all Service Provider invoices into the System after checking with company logistic records of each transaction and after receiving approved purchase orders.

· Report any Documentation issues reported by Logistic / Freight Forwarders to the Vendors for timely solution.

· Make Monthly / Periodic reconciliation of Vendor Accounts immediately notifying any variances to the vendor and the management for corrective action.

· Reconciliation for Trade vendors done on a bi-monthly basis to ensure there is sufficient time to resolve issues if any before the month end and non- trade vendors reconciliation are done every month end.

· Notifying the vendor and the management of any additional cost involved on shipments, in order to minimize exposure of charges and unforeseen loss to the company.

· Vendor Payments to be processed as per each vendors credit terms without incurring any late payment charges and missing out on any vendor rebates

· Develop and maintain reports and files on the Accounts Payable processing.

· Review Import documents and ensure docs are approved and sent to the banks on time.

· Assist with month-end closing.

Dec 2009-June-2010 

FUCOM LLC Dubai, UAE

Cashier. 
Duties & Responsibilities
· Scan goods and collect payments

· Issue receipts, refunds, change or vouchers and warranty cards
· Redeem stamps and coupons

· Resolve customer complaints, guide them and provide relevant information

· Greet customers when entering or leaving store at check out 
· Maintain clean and tidy checkout area
· Keep reports of transactions

· Bag, box or wrap packages

· Pleasantly deal with customers to ensure satisfaction
Kitale nature conservancy

Year 2008 

Team Leader.

Duties & Responsibilities
Duties
· Handle cash transactions with customers

· Receiving, check-in and Checking out guests

· Ensuring animal needs are met

· Tutoring visitors on Conservation and benefits therein 

· Receiving calls, inquiries, and switch board operations

· Generating reports

· Handling guests complaints.

· Tour Guiding.

Ghirag Variety Stores

November 2003-September 2005

Cashier/Accountant

Duties & Responsibilities
· Collection of cash from customers 

· Reconciling books of accounts 

· Invoice posting relating to goods received.

· Processing of payments

· Ensuring that all activities from the development of orders to subsequent payment of such orders are in total agreement.

· Handling of supplier queries with respect to all procedures touching all payable documents from respective departments for payment processing.

· Filing of documents
Academic qualifications

Kenyatta University 

May 2016
MBA Finance 
Moi University.

September 2005 to December 2009

Bachelor of Tourism Management 

Cherangani High School.

· Kenya Certificate of Secondary Education (K.C.S.E) 

· B+ (Plus) completed studies in 2003.

Computer applications

· Sema communications college -2007 

· Certificate Awarded 

Applications/Other Skills

· Accounting /Finance skills

· Ability to prioritize effectively and efficiently.

· Good interpersonal and analytical skills.

· Practical, have the ability to establish priorities with a strong will to plan and adapt to complex and fast changing situations.

· Team player, able to consult and work collaboratively to coordinate towards achieving a common goal.

· Hardworking and self-motivated, always ready to learn the right and current skills to cope with all sorts of challenges, thus enhancing efficiency.

COMPUTER SKILLS:

·      Knowledge of different accounting soft-wares like Quick Books, Easy, Navision and Oracle financials.   

·       Aware of all work related MS Office applications 

·       MS OFFICE (excel, word, outlook, power point) 

