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	Executive Summary
	

	Account & Finance Management with more than 16 years experiences in diversified industries with administration and human resource background; possess versatile knowledge of Account and financial concepts, principles for manual and computerized accounting, accounts finalization both in Tax Free Zone and Tax Zone areas, audit, budgeting, payroll management, accounts reconciliation, petty cash management & administrative tasks. 
Dynamic, Persuasive and concise communicator, strategic thinker having ability to multi-task in performing work under pressure, methodical, reliable in optimizing company resources and achieve results. 
Excellent analytical, problem solving, planning, organizational, communication & interpersonal skills, experienced in dealing with all levels of management in varied industries and coaching subordinates for  greater productivity and understanding. Hands on proficiency with Sage, Tally and Peachtree accounting software, Microsoft Office latest version.

	Strengths

	· Accounts finalization expertise & required reports
	· 7 plus years of experience in Gulf 

	· Management Information System reporting
	· Well versed with Tax System - VAT

	· Auditing , payroll management 
	· Human resource & administration experience

	· Resource optimization-operational efficiency
	· Entrepreneurial attitude & business expertise

	· Asset acquisition & register maintenance
· Team building and management competency
	· Computer proficiency with solid leadership skills
· Staff supervision & training
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	Achievements
	


	· Successfully delivered objective advice, expertise and specialist skills towards creating value, maximizing growth and improving business performance of the company.

· Pioneered restructuring and strategy building aimed at achieving internal control and financial efficiency.

· Gained extensive accounts management, business operations, human resources and administration experience from diversified industries.
· Achieved consistent career growth on the base of commitment, trust, dedication and knowledge on profession. Started as Executive Secretary to the Marketing Department up to Accounts & Finance Manager position.
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	Career Progression
	


	Accounts & Finance Manager cum P.A. to General Manager & HR Manager
	Apr 2005 – Present

	 General Contracting LLC, Dubai, UAE

A General Contracting Company specialized in General Construction of Buildings and Villas.



	Accounts Manager
	Sept 2004 -  Mar 2005

	Ali Green Corporation (Pvt.) Ltd., Dubai, UAE


	

	Accounts Manager
	Sept 2001 -  Oct 2003

	Forma LLC, Cameroon

Reputed Construction Company.


	

	Accounts Payable Officer & Payroll Master
Sales Assistant-Cashier-Import & Export Coordinator
Executive Secretary to the Marketing Department
	Jul 1993 – Jun 2001

	Plasticam PLC, Cameroon

Manufacturing company for Polythenes Sheets, Plastic Buckets, Galloons and Cartoons Boxes.


	[image: image5.wmf]
	Competencies 
	

	Financial & Management Accountant
· Manage all financial functions including determining objectives, designing & developing, monitoring, implementing & maintaining management systems, policies & procedures to facilitate internal controls. 

· Contribute and assist management in strategy planning & development, with budget management, cost benefit analysis, foresee and revenue generation to maximize company profit plus market share.

· Develop investment strategies and financial statements.

· Compare and determine discrepancy between actual and projected results through variance analysis and implement corrective actions by providing basis for controlling cost and expenses. 

· Recommend maximum use of resource and evaluate the company process in employing its resources. 

· Monitor petty cash and bank balances to ensure sufficient funds are available when needed (Bank Loans, Bank Guarantees…

· Monitoring company external relations with Bank, Governments, Clients, Suppliers…
· Managed accounting activities, including general ledger, costing, inventory, financial reporting, accounts receivable/payable, payroll, and taxes (in concerned areas). Analyzed and prepared State, local, property, payroll, and sales taxes for period. Negotiated with attorneys and taxing authorities, resolving tax and litigation issues. 
· Managed the acquisition and disposition of fixed assets.
· Led accounting and related information system functions, including variance analysis, capital asset expenditures, audit compliance, internal controls, planning and budgeting, inventory costing/control, and systems training/development of the company. 
· Supervised general accounting department in accounts payable, accounts receivable, payroll, state and local taxes, contract compliance, month-end close, annual reporting .
· Ensure optimum utilization of company assets and financial return on investment at acceptable risk level.

	Administration - Human Resource

· Establish and implement performance goals, objectives, policies and procedures of the organization.

· Create smooth-running operations to realize organizational goals by keeping the company activities on track and providing corrective actions when there are deviations from target objectives.

· Analyse and assess organization’s performance for continual growth and improvement.

· Direct implementation of improvement initiatives, projects and programmes with management compliance.
· Facilitate training and development interventions; provide guidance on performance management implementation.
· Perform wide range of HR functions including Recruitment, Training & Development, Compensation and Benefits. Employ and train key recruits to achieve business plans and objectives. 

· Implement staff welfare policies to enhance employee motivation. 

· Extensive experience in managing administrative duties. 
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	Recent Work Profile
	

	Accounts and Finance Manager
· Reporting regularly to the General Manager on accounts and financial related activities.

· Fully accountable on financial needs of the company including Business Loans Processing, Projects Bank Guarantees (Advance Payment or Performance Bonds), Overdraft Facilities and Clients Discount Checks based on situation and management.
· Managing yearly preparation and finalization of all financial reports (P & L and BS) in liaison with the Auditors.  Interpreting financial data to assist management and company partners in decision making.
· Handling payroll for 1000 employees either cash payment or bank transfer through WPS (Wage Protection System) as per UAE Labor Laws & Regulations.
· Processing daily reconciliation of bank statements for all the 6 bank accounts of the company. Following up on accounts receivables and payables; ensuring proper entries are made in the vouchers.
· Company Property management by follow up on rent recovery, property maintenance, tenancy renewal on expiry from the tenants.

· Handling receivables from clients and company purchase (materials, assets, furniture) supervision and payables management (addressing  all inquiries directing the decision of orders to suppliers and payments compliance as per agreements).
· Responsible for the maintenance of books of accounts ensuring that all entries, financial transactions pre-payments, assets, liabilities and incomes are correctly recorded.
· Controlling petty cash transactions.
· Dealing with expense reports and other financials or accounts forms; reporting on weekly on payables and receivables & monthly basis for costs and incomes & finally yearly for required reports.


	PA & HR Manager
· Administering office support and consultation to the General Manager.
· Handling calendar of activities, scheduling meetings, booking appointments, preparing routine correspondence, reports & memos and meeting with the company clients, suppliers, bankers & partners.
· Monitoring processing and renewal of insurances for staff, vehicles or any company property. Also following up on the payment or renewal of business licenses (branch & head office) as well as staff labor contracts & cards, visa, leave vacation or contract cancellation cases.

· Maximizing available resources to achieve best productivity and monitoring administrative expenses.

· Authorize to decide or approve recommendations on expenses or other business related activities as per the company’s guidelines in the absence of General Manager.

· Checking Health, Safety and Environmental compliance within the office and staff accommodation. Monitoring site staff adherence on proper use and care of equipment & materials.

· Coordinating with external agencies and government authorities that affects the service provided to the clients. It includes dealing with Advertising, Recruitment, Training, Fire Services, Police, Local Council, Health and Safety Inspectors.

· Supervising the availability of office stationery, equipment and supplies. 

· Booking hotel accommodation and travel requirements for the staff as well as company guests.
· Managing staff recruitment, training and development based on company’s HR policies and UAE laws.
· Maintaining an updated compilation of employee files including requests and claims to the Manager, HR records and ongoing & completed construction site works.
· Counseling staff as and when required.
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	Educational Qualifications
	


	Degree in Economics
Yaounde University, Cameroon

	1993

	Bachelor in Accountancy
Douala St. Michael College, Cameroon

	1989



	High School Diploma Certificate in Bookkeeping
Douala St. Michael College, Cameroon

	1988

	Office Administration & Bookkeeping 
	1987

	Mbanga St. John College, Cameroon
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	IT Skills
	


	· Well versed with Accounting software (Sage, Tally and Peachtree)
· Proficient in MS Office (Excel, Word, PowerPoint), internet and e-mail applications
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	Personal Details
	


	Nationality
	:
	Cameroonian

	Date of Birth
	:
	12th January 1969, 42 Years old.

	Marital Status
	:
	Single

	Visa Status
	:
	Employment Visa

	Driving License
	:
	International & UAE driving license

	Languages
	:
	English and French: Fluent; Basic Arabic
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	Reference
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