CURRICULUM VITAE
PERSONAL DETAILS
Name 


:
Virginia  
Date of Birth 

:
1982
Nationality 

:
Kenyan

Marital Status

:
Single
Email


:
Virginia-392846@2freemail.com 
CARRER OBJECTIVES
To be added advantage to proactive organization or agencies that promotes both individual and organization growth and improvement for sustainable development.
PROFESSIONAL QUALIFICATION
Business Management
· Diploma 1 
      Credit

· Certificate             Credit
Secretarial 
· Lever III pass

· Lever III Credit

· Lever I Pass

COMPUTERS
Introduction to Computers 

Ms Excel
Ms Work 



Email & Internet
Ms Dos 



Ms Access
Windows 



Ms PageMaker
Power-Point                                       Typing
ACADEMIC QUALIFICATIONS
School 


Exams 



Year
Kihoto Primary 

K.C.P.E 


1987-1995
Ngorika High 


K.C.S.E 


1996-2000
PROFESSIONAL EXPERIENCES
Sep 2005 to date           Jimjn Investments ltd 
Position: Manager 
              Duties
•
Rent and banking reconciliations with rental deposit statements.

•
Monthly schedules cashbook for Jimjn  Investments.

•
Generating monthly, quarterly and profit and loss account.

•
Enhancement of customer service delivery by minimising customer complaints and disputes.

•
Monitoring the rental incomes and arrears of various properties.

•
Preparing company cash flows and trial balance sheet on quarterly basis.

Aug 2003-june2004     Marketing and Procurement S Limited 
Position: Secretary
Duties:

•
Banking of cheques & other banking duties and Bank reconciliation.

•
Preparation of source documents such as payment vouchers & cheques.

•
Petty cash reconciliation and maintenance.

•
Preparation of P.A.Y.E credit slip.

•
Posting of suppliers & customers invoices 

•
Preparing of invoice and delivery notes and ETR.

PERSONAL ATTRIBUTE

-Focused, attentive to details and a team player.

-Ability to handle multiple tasks, self-motivated and ready to work under minimum supervision

-Flexible and committed to goals

LEADERSHIP ROLES AND MEMBERSHIP

Vision institute of professionals-member of CU and High school-hockey captain

HOBBIES

Reading 

Traveling

Listening 

