
[image: image1.jpg]



Gulfjobseeker.com CV No: 1498038
Mobile +971504753686, +971505905010  

cvdatabase[@]gulfjobseeker.com

To contact this candidate use this link

 http://www.gulfjobseeker.com/feedback/contactjs.php
SUMMARY OF EXPERIENCE
· Acquired 10 years’ experience in the production of monthly, quarterly and annual Financial and management reports, processing payrolls, PAYE and VAT reconciliations, preparing accounts payable and collection of accounts receivables, processing of journals for payroll, debtors, cash book and asset management.
· Familiar with budget coordination, control and variance reports and good at establishing and implementing internal controls.
· Significant computer skills level with proficiency in compliance to policies and standard operating procedures.
· An administrative expert with speciality in Payroll, Financial Accounting and Asset Management, and has been extensively exposed to leadership, general management and results based management.
· Great team player with ability to manage workload and  priorities

· Good interpersonal skills and highly trained in service excellence and delivery
· Skilled communicator with all levels in organisation in both financial and technical issues.

· Have a good knowledge of IFRS, IAS and GAAP
……………………………………………………………………………………………………………………………………………
Professional Experience
UShaka Marine World- Durban South Africa
Payroll Officer – August 2011 to date
Key result areas include the following

· Co-ordinate and control the entire payroll function. 

· Collates payroll input from call centres (Biometric Time and Attendance).
· Liaise with HR regarding staff appointments, terminations, remuneration, staff moves & other relevant matters.
· Calculate and process bonuses, commissions and termination payments.
· Ensuring that all statutory and voluntary deductions have been accurately calculated, deducted and accounted for.
· Ensure all staff debtors are collected timeously for salary advance, staff purchases and cashier shortages.
· Prepare & submit the monthly PAYE, SDL & UIF payments to Tax Authority.
· Declare & submit the Unemployment Insurance Fund declarations to the department of labour.
· Preparation of Payroll Budgets, Forecasts and monthly Variance reports.

……………………………………………………………………………………………………………………………………………
1. uShaka Marine World- Durban South Africa
Accounts Clerk-Revenues/Payroll –February 2009 to July 2011
…………………………………………………………………………………………………………………………….
2. National Aids Council-Manicaland Zimbabwe
Acting Provincial Account & Administration Officer –December 2007 to July 2008
District Account & Administration Officer – October 2005 to November 2007

…………………………………………………………………………………………………………………………....
3. Duly Motors Mutare - Mutare Zimbabwe

Assistant Accountant-January 2004 to June 2005

……………………………………………………………………………………………………………………………………….

Consolidated key result areas include the following:
Provincial and District Accounts & Administration duties.
Supervision of 10 District Accounts officers 32 Ward Committees.
Processing of disbursements to Aids Service Organizations.
Implementation of National Aids council financial policies & procedures.

Preparation of monthly, quarterly and annual financial reports.
Analyzing District financial reports and statistics for consolidation and presentation to management.
Preparation of Audit schedules and Year end procedures.
Preparation of cash flow statements for provincial and district office.
Asset management and reconciliation to General Ledger.
Computation of tax returns (V.A.T)

Maintenance of cashbook. 

Cost of sales and Inventory Management.
Reconciliations for bank, debtors, creditors and Balance Sheet.
Preparation of payment vouchers and remittance advice statements.
Ensuring that accounts payable and receivable sub-ledgers balance to General ledger.
Revenue Audits of subsystem statements to departmental paper work.
Performing audit checks between outlets and cash banked.
Compiles, files, sorts and verify incoming documents.
Analysis and review of Departmental reports.

Providing analysis of variance between actual and budgeted figure and following up on material variances.
Ensuring completeness and accuracy of GL and sub-ledger postings
Computation of ledger inputs and processing of journals

…………………………………………………………………………………………………………………………………………….
Professional Qualifications
· Higher National Diploma in Accounting (H.N.D) 2000 to 2004     

· Institution:             Mutare Polytechnic
· Institute of Chartered Secretaries & Administrators Zimbabwe (I.C.S.A.Z)-Student
· CIMA Operational Level Diploma - Student
Academic Qualifications
1. National Certificate in Accounting

Institution:  Mutare Polytechnic
2. GCE Advanced level (Cambridge) 

3. GCE Ordinary level (Cambridge)
COMPUTER SKILLS

· SAGE VIP

· DynamiQue 1.0  (Unique Payroll)

· PASTEL (Partnership)

· ACCPAC (SAGE 300)

· D-Bit (Asset Management Package)
· Material Control Fidelio

· Remote Management Control (RMC)

· Gateway System
· MICROSOFT
-WORD, EXCEL-(Advanced level),ACCESS,POWERPOINT

…………………………………………………………………………………………………………………………………………..
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