SHANNON

SHANNON.362783@2freemail.com 

PERSONAL PROFILE

I am a dedicated person and would like to pursue a career in the accounting world. I am hard working and ready to learn new things. I am currently seeking a new opportunity to widen my skills and gain more experience.

	EDUCATION
	
	

	PRIMARY SCHOOL:
	
	

	Moffat Primary School
	
	

	  GRADE 1 to 4
	
	

	Prestige College
	
	

	  GRADE 5 to 7
	
	

	HIGH SCHOOL:
	
	

	Prestige College
	
	

	  O’LEVEL
	
	

	SPECISS COLLEGE:
	
	

	  Bookkeeping and Accounts Level 1
	FIRST CLASS PASS

	  Bookkeeping and Accounts Level 2
	FIRST CLASS PASS

	  Bookkeeping and Accounts level 3
	Awaiting results


· Currently studying ACCA
COMPUTER PROGRAMS

· Microsoft Word
· Excel
· Currently learning how to use Pastel
WORKING EXPERIENCE

01 November 2013 to DATE

PROPERTY WORLD REAL ESTATE

REAL ESTATE COMPANY THAT RENTS HOUSES OUT, SELLS PROPERTY AS WELL AS NEW SHOPS

ASSITANT BOOKKEEPER

Duties:

· Receipting all customer rentals and sales
· Processing RTGS and aliasing with the bank on when they will process the payments
· Assisting the senior bookkeeper with cash books as well as reconciliations
· Debt collecting
· Assisting customers with any queries
· Drawing up statements
· Handling small account
· Day to day payments
· Issue Invoices to customers
· Filing
· Writing up bank deposits for cheques and cash
· Maintain petty cash funds
· Preparing of PAYE and VAT transfers
Reception

Duties:

· Answering of calls
· Making calls
· Photocopying
· Switchboard management
· Taking down of messages
· Awaiting mail delivers
· Assisting and planning of meeting
· Maintain an adequate inventory of office supplies
· Provide word-processing and secretarial support
7 January 2013 to 31 May 2013

DOODLE BEES NURSERY SCHOOL

Nursery school that teaches children from 2 years of age upto Grade Zero

Assistant Teacher

Duties:

· Assist senior teacher with getting the children to do their work
· Monitor and teach the children when the senior teacher is not around
· Monitor all the children during playtime
· Monitor and assist if any children get injured or get ill at the nursery
· Make sure all children eat on time
· Make sure all children are picked up in the mornings and dropped off by their gates in the afternoon
· Assist parents with any queries
23 July to 31 December 2012

BABY BABY

Baby shop that sells all baby accessories.

Sales & Marketing

DUTIES:

· Ministering stock take
· Handling cash
· Keeping records of accounting transactions
· Marketing products
· Ordering new stock
