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 REJOICE.134339@2freemail.com 
REJOICE 
Bachelor of Commerce Accounting Honours Degree.

4 Years Accounting Functions Working Experience and 1 Year Customer Service
                                    

                            
Personal Profile            

A self enthused Accountant obsessed by the motive to become a distinguished Chartered Accountant with immense knowledge in the product area and accounting systems. Driven mainly by the need to ascertain and participate in new challenges in the dynamic world of accounting. University studies have enabled me to enrich my background knowledge and working experience acquired with Lyons Zimbabwe (Pvt) Ltd Manufacturing company and a subsidiary of Dairibord Holdings has enabled me to attain the indispensable competency. Have an ability to work under pressure with minimum supervision. 

Professional Qualifications           
Bachelor of Commerce Accounting Honours Degree.
Overall Result: 2.2
 Academic Qualifications
Advanced Level
Four subjects as outlined below                                                                                                         
· Accounting

· Mathematics

· Management of Business
· English Language and Communication Skills




Ordinary Level  
Nine subjects including passes in Mathematics and English Language                                                                            

Computer Literacy             
Accounting Packages

General Purpose Packages



Sap R/3



Microsoft Word








Microsoft Excel

         

Microsoft Outlook


 
                                                   


Employment History
Previous Experience
1. Transguard  Group - Dubai U.A.E
Designation  :  Administration Assistant (Control Room) February 2011-December 2011
· Using Microsoft applications for the processing, recording, controlling, and updating of administrative action items. 

· Recording and word processing of documents, letters, memoranda, explanations of organizational policies, or reports.   

· Updating time and attendance.
· Maintaining employee rosters. 

· Coordinating various projects and programs, and ordering supplies.

· Scheduling regular and ad hoc meetings with staff and keep track of their attendance or participation.

· Generally provide staff clerical support for field or line operations in any area.

· Ensuring that any licensing requirements for security officers are complied with.

· Ensuring the timely submission and processing of regular reports from office staff as required.

· Performing general office support as may be required by the Line Manager.
2. Assistant Accountant –Lyons Zimbabwe (Pvt) Ltd – (May 2010 – Dec 2010) 
Duties and responsibilities
Management accounts
· Assisting in the preparation of monthly financial statements  
· Weekly cash flow statement
· Current accounts reconciliations
· Operations review (weekly working capital analysis)
· Monthly stock takes and stock management
· Daily cash flow forecast

· Meet all regulatory and head office deadlines on quarterly and annual reports

· Liaise with external auditors and ensure audits are completed on timely basis
Payroll Accounting

· Posting total salaries and wages, the employees' gross amount (before deductions amount) as a debit. Including a labour expense column for administrative cost, engineering labour, manufacturing labour, or contract labour. 

· Posting all deductions as credits. Deductions include state taxes withheld, retirement contributions and benefits payments, such as medical. 

· Posting of employees advance and salaries payables.

· Checking personnel documentation authorized by the Human Resources Department. 

· Processing new recruitment and termination of employees in the Payroll system.

· Liaising with management in resolving any payroll and benefits related issues working in conjunction with the HR department.

Accounts receivables

· Customer record creation 

· Credit checking 

· Assisting with administration of debit orders 

· Issuing receipts and statements 

· Dealing with customer account related enquiries 

· Ensuring that all payment due from debtors accounts are collected on time and in a professional manner 
· Preparing regular and ad hoc reports

· Reconciliation and allocation of debtors accounts

· Update and maintain debtors account

· Sending weekly and monthly statements to customers

· Posting transactions in SAP

· Debtors ageing
3. Junior Accountant – Lyons Zimbabwe Pvt (Ltd) - (March 2008 to March 2010)
Duties and responsibilities
Accounts Payables
· Invoice verification
· Creditors ageing
· Vendor Account reconciliations
· Preparing cash requisitions
· Daily expenditure analysis

· Preparing Cheques for creditor’s payments
· Posting of other transactions into SAP
· GRIR account maintenance
· Posting payments into SAP
· Maintaining payments draw files and invoice files.

· Creating Vendor accounts in SAP

Cash Book
· Downloading bank balances from the internet
· Bank reconciliations
· Confirmation of debtors payments
· Updating the cashbook
Cash Management

· Receive cash or payment in any authorized modes from customers, issue receipts/ bills against their purchase, reconcile cash / credit receipts with sales figures and prepare daily cash summary report for submission to the finance department. 

· Be responsible for the safe custody of cash received and/ or other relevant documents and safe transfer to the bank or security collection service. 

· Answer customer queries professionally, either in person or over the phone. 

· Provide professional till point service; maintain personal grooming standards and deal efficiently with customer complaints. 

· Monitor the use of petty cash and submit accounts periodically to the Manager. 

· Recruit customers for the database, accurately entering their details in the system. 

· Maintain the database, including editing and updating customer details in SAP.
4. Customer Service Representative- Chivhu SPAR Supermarket- Zimbabwe- January 2004- November 2004
Duties and Responsibilities

· Ensuring that the customers receive high standard services. 

· Keeping in touch with the clients and offer them the best services in order to expand the chain of business. 

· Applying self devised extraordinary strategies to converse and offer the unique customer services.

· Looked after the clients and met their requirements. 

· Reported directly to the Manager about the status of business by establishing a regular contact with customers through phones and E mails. 

· Attended regular meetings and reviewed the progress of work. 

· Analyzed the sales targets and meeting predetermined deadline. 

· Emphasized the quality of services and products. 
Personal Details            

Gender



   Female

Nationality


   Zimbabwean

Languages written and spoken:      English 
Visa Status                                      Visit
1

