Curriculum Vitae

For

Sheperd

Sheperd.293350@2freemail.com  
Sheperd 

Professional Profile:
I am a vibrant, hardworking, and results-oriented individual with more than 11 years’ professional experience in the Accounting and administration. I have utilized my attention to detail to gain a proficiency in producing and detailing financial statements. I am versatile and adaptable, and complete tasks to the highest possible standard. I have demonstrated my ability to comprehend and visualize. I am more than capable of delivering quality results when working under pressure in fast-paced work environments. I have developed a disciplined approach to deadlines and demanding situations. I am more than capable of multi-tasking and I welcome the chance to obtain new skills. I am confident that I have the work ethic, skills and experience to become a valuable asset to any establishment. 
Skills Summary:
	· Excellent communication skills

· Ability to work well under pressure


	· Leadership skills

· Extensive Financial Accounting knowledge
· Team player


	· Numerical skills

· Analytical thinking skills

· Interpersonal skills




Work Experience:
1. Company Name: 


Redbury Concepts (PVT) Limited (SA)
Position: 


Accountant
Dates of Employment:
 June 2016 to date
Key Responsibilities:
· Prepare monthly financial statements

· Ensure accurate and timely monthly close activities

· Prepare monthly account reconciliations

· Review and verify accuracy of reported data

· Present all monthly and year-end financial reports

· Analyze and interpret financial reports and records

· Report on variances

· Present corrective action recommendations

· Ensure compliance with all statutory and company requirements

· Development of annual operating budget
· Review accounts payable and accounts receivable

· Prepare tax schedules

· Prepare for and coordinate internal and external audit processes

· Develop and implement internal controls and procedures

· Produce analyses regarding capital asset acquisitions

· Manage fixed asset process and policy

· Process wages and salaries.
2. Company Name: 


National Arts Council of Zimbabwe
Position: 


Administration and Finance Officer 
Dates of Employment:
 August 2009 - June 2016
Key Responsibilities: 
· Implementing Accounting and Financial reporting systems and making sure that reports are compliant[image: image1.png]


 with the organization's reporting standards and policies.
· Supervises the debtors & creditors to ensure that they are reconciled to the general ledger control accounts.

· Check correctness of cashbooks and ensure properly reconciled to the general ledger control accounts. 

· Compile vat and company tax returns for submission to tax office 
· Prepare accounting reports on monthly basis for use by management & directors in decision-making process i.e. operating statements.

· Assist the Assistant Director Admin and Finance in the production of budgets and budgetary control.

· Fixed assets management including fixed asset register updating, depreciation calculations, transfers, acquisitions and disposals.

· Formulate internal controls and make sure the controls on accounting and purchasing procedures are adhered to.

· Monitor and oversees working capital cycles and cash flow management for daily and monthly operations of the division i.e. daily and monthly cash flow management.

· Preparation of annual management accounts for audit purposes.

· Keep record of the financial transactions of the day to day activities of the firms.

· Creditors Control and reconciliations

· Creditors and Cash book management 

· Process payments and documents such as invoices, journal vouchers, employ reimbursements, and statements.  

3. Company Name:   
Ministry of Youth Development, Indigenisation and Empowerment

Position:  
Assistant Accountant 
Dates of Employment:  January 2005 - July 2009
Key Responsibilities:
· Assisting in the budgeting and the implementation of budgets of the organization and projects so as to monitor[image: image2.png]


 progress.
· Ensure that financial record systems are in accordance with Generally Accepted Accounting Principles, and [image: image3.png]


monitor the use of all funds.
· Assisting in managing cash flow and forecasting; direct all financial, project-based, and other organization function[image: image4.png]


 accounting.
· Carrying out the month-end processing of the financial ledgers for the organization
· [image: image5.png]


Review all formal finance and procurement related procedures, processes, and administration, [image: image6.png]


recommending improvements to the systems in place.[image: image7.png]



· Debtors and creditors reconciliation. 

· Management of petty cash and cashbook. 

· Invoicing and receipting. 

· Office management. 

· Updating customer and supplier information, bookkeeping for the company. 

· Other duties as delegated by my superiors  

Professional Qualifications
Qualification:
1.)  Higher National Diploma in Accountancy (2013)

2.) National Diploma in Accountancy (2003)

Educational Qualification
Advanced Level

Three ‘A’ Levels (Geography, History and Shona)
Ordinary Level
Seven ‘O’ Levels. (Including English)
Computer Skills:
	· Microsoft Office
· Sage One

	· Pastel Accounting 
	· Quickbooks
· SAP
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