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Profile
· I have 10 years (6 Years in Kenya and 4 years in Dubai UAE) experience in accounting and administration field coupled with a bachelor of commerce degree plus CPAK qualification and a wealth of exposure in various management information systems including Oracle ,Quick books & Peach tree
· With the earned knowledge and experience in financial accounting, international accounting standards, budgeting and competency in accounting software I am confident that my contribution will add value to your company.



Personal Information

	Birth Date:
	1980

	Gender:
	Female

	Nationality:
	Kenya

	Visa Status:
	Residency Visa (Transferable)

	Residence Location:
	Dubai, United Arab Emirates 

	Marital Status:
	Single

	Languages:
	English(both written & spoken) and Basic Arabic

	
	


Professional Experience

	January 2010 – Present:
	MANAGEMENT ACCOUNTANT

 (A  Company owning a diversified Portfolios of companies in Education & IT solutions And in the Hospitality industry )

·  Preparation of Monthly and quarterly Business review reports to advise management of the financial position of the companies. These include preparation of comparative reports between different financial periods to provide variance analysis and preparation of charts and graphs that helps project future business trends.
· Coordinate activities of personnel engaged inclosing monthly quarterly and annual reports. 

· Daily oversight of company account (s) for compliance with guidelines, internal policies and regulatory issues.

· Audit Contracts, orders and voucher them and prepare reports.
· Assist and facilitate in the development of data link solution from different data sources from points of sales in different locations with our accounting system.
· Monitoring inventory movement and implementing control measures to reduce production costs.
· Preparation of projected production schedule to achieve set target for our bakery as per Dunkin Donut specification.

	April 2008 – December 2009:
	ACCOUNTANT 
PHARMA PLUS -NUTRITION ZONE 
25249, SHARJAH, United Arab Emirates 
Job Responsibilities:
· Reconciling intercompany accounts between our three companies .
· Preparation of monthly financial report, management interim reports and year-end financial report for PharmaPlus group of companies.
· Liaising with bank and the finance manager on post dated receivable cheques discounting and other facilities from the bank.
· Daily follow up of daily sales from all the eight nutrition zone branches to make sure all the sales made on cash or cheque are duly deposited and each credit card sale transaction made is duly credited in our bank account. 
· Preparation of monthly cash budget after gathering data of estimated recurrent cash expenses, post dated payable cheques, post dated receivable cheques, and all other cash inflows and out flows.
· Liaising with the sales manager on preparation of sales targets and collection targets through provision of the needed accounting data for this process.
· Preparation of customer invoices from sales orders received through our sales persons and counter checking them with delivery notes prepared by the stores and signed by our customers. I dealt with a data base of about 700 credit customers and I process approximately 40 orders daily before noon.

· Preparation of customer statements to facilitate follow-up of balance outstanding by sales persons.

·  Liaising with our customers and sales persons on any queries regarding receivables.

· Posting to sales ledger all daily sales from each customer and also posting to each customer ledger sales by the particular customers.
· Bank reconciliations and entry of receipt vouchers and payment vouchers in the cash book.
· Posting to the general ledger purchases made, that is entering them to the payable ledger and to individual suppliers account.

· Attending to physical stock taking, calculation of stock variation and making stock adjustments. 
· Stock ledger maintenance including entry of goods received notes with items batches and expiry and transfer of stocks to various branches using oracle.



	 
	

	May 2004 - December 2007:
	CHIEF ACCOUNTANT 
WEST BUILD CONSTRUCTION LTD 
Kenya 
Company Industry: Construction 
Job Responsibilities: 
· Managing the accounting department.

· Prepare, analyze, and interpret financial records reports, statements and records (e.g., balance sheets, profit and loss statements, cash flow statement, statement of change in equity, and depreciation schedules, etc.) 

· Monthly preparation of management reports of the firm’s performance including reports of operations, expenditure reports, statistical data, and other information concerning firm’s financial position using quick book management information statement.

· Preparing end year financial statements for external audit and attending to audit queries

· Maintaining the petty cash book and the bank statements.

· Maintaining the sales day book and purchases day books. 

· Maintaining  various ledgers, journals, registers and other financial records 
· Allocating revenues appropriately, classifying expenditures and posting to various accounts as required.
· Reviewing, analyzing and presenting financial data, including revenue projections and expenditure reports, to determine the firm financial position. 
· Facilitating in gathering and reviewing data for preparation of the firm budget.
· Reviewing and processing expense vouchers, invoices, and other financial documents for payment.
· Preparing monthly payroll and maintaining payroll data of over 70 employees. 

· Maintaining store and purchases records

	
	

	February 2002 - April 2004:
	ADMINISTRATION ASSISTANT/ACCOUNTANT 
TRIKHER CO. LTD 
I562 THIKA KENYA, Kenya 
Company Industry: Education, Training, and Library 
Job Responsibility:
· Maintenance of customer ledgers, preparation of monthly due statement of accounts for each customer and sending them to our customers as a follow up reminder of amounts due.

· Preparation of short term cash budget  and maintenance of petty cash ledger from petty cash vouchers duly approved

· Maintenance of the cashbook, stock ledger debtors ledger, creditor’s ledger and asset register.

· Preparation of a payroll of about 50 employee and preparation of statutory deductions and surrendering them in due time.

· Preparation of annual tenders for supplies, advertising them and presenting them to the board of directors for biding.

·  Maintenance of supplier’s databases and customer databases of contact and other relevant details

· Periodic collection of departmental purchase request and submitting them for approval before placing orders.






Education

	October 2007:
	CATHOLIC UNIVERSITY OF EASTERN AFRICA, NAIROBI, Kenya
Bachelor Commerce finance option 

	 
	


	June 2005:
	STRATHMORE COLLEGE, Kenya
 CPA 




	
	

	Notice Period to Work:
	1 month or less




Skills

	Excellent in computer skills with proficiency in the following applications:




· Oracle

· Quick books

· Peach Tree
· Microsoft word
· Excel
· Lotus Notes

· CRM
	
	
	


