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ACCOUNTANT/INTERNAL AUDITOR RESUME
Name:                       Muzovaka
Email:                     muzovaka.368793@2freemail.com
BACKGROUND SUMMARY
Professional Level Certificate in Accountancy-ACCA-UK (2017)

M Com Accounting degree –Great Zimbabwe University (2014)

Hons B Com Accounting –Specialising in Financial Accounting- UNISA (2011)

B Com Accounting –Zimbabwe Open University (2006)

Diploma in Education –University of Zimbabwe (1995)
PERSONAL DETAILS
Date of Birth
   :      04-02-1973
          
 Language            :       English
Marital Status      :      Married
PERSONAL ATTRIBUTES
· Excellent verbal and written (English) communication skills.

· Strong accounting presentation skills  

· Excellent Computer skills: MS Word, Excel, PowerPoint , Pastel
· Hardworking, self-motivated, result-oriented, works with or without supervision.

· Meets deadlines and always keen to do extra work
.
WORK HISTORY

2011 –to-2016 [Accountant]   S P E Management, Tax and Accountancy Services
Duties

· Preparation of bank, debtors and creditors reconciliation statements

· Preparation of income tax returns

· Preparation of financial statements of Small to Medium Enterprises (SME)

· Ensuring compliances with accounting deadlines

· Ensuring compliances with statutory requirements

· Preparation of payroll schedules
· Assisting clients in formulation of budgets and other management reports.
· Accounting for fixed assets and depreciation of company assets.
2008-2010 Assistant Accountant (Debtors) ( DK Furniture)
· Making collections on behalf of the company.
· Reporting on the progress of the collections to the Supervisors (Accountant).

· Debtor’s reconciliations, remittances and statements to clients.

· Invoicing and matching the invoices to the orders and remittance payments.

· Sending invoices to the customers with proof of deliveries.

· Attending to customer queries & problem solving;

2006-2007: Internal Auditor [Ministry of Local Government – Bulawayo Province-     Zimbabwe]

 Duties   

· Preparation of Audit Plans and Schedules.

· Identifying and reporting internal control deficiencies and make recommendations.

· Advising management on various policies on control measures.

· Reviewing the means of safeguarding the Ministry’s assets and, as appropriate, verifying the existence of such assets

· Preparing Audit Report after each inspection.

· Checking on compliance to accounting systems and controls.

· Examination of financial and operating information.

· Supervision and training of subordinates.

· Carry out pre-audits before any payment is effected.
1996-2005: High School Teacher Teaching Accounting and Business studies
PROFESSIONAL QUALIFICATION
Affiliate member of ACCA (UK)
