CURICULUM VITAE
MARY NYAMBURA KIMANI
EMAIL ADDRESS:nyamburamary375@gmail.com
Contact: 0715906768
CAREER OBJECTIVE

To employ my knowledge and experience with the intention of securing a professional career with opportunity for challenges and career advancement, while gaining knowledge of new skills.
PERSONAL ATTRIBUTES

· Good written and verbal communications skills.
· Numerical acumen and analytical evaluation and reporting skills.
· Attention to details with great communication and ethical skills.
· Ability to priotise tasks and work on multiple assignments.
· Professionalism integrity and trustworthiness combined with a co-operative attitude.
WORKEXPERIENCE
Jan 2022-July 2025                :Njokamukami and company
Worked as an Accounts Clerk.
March 2021-Dec 2021                   :Daima Chemist
Worked as a Cashier
Duties and responsibilities
· Receiving payments and issuing receipts.
· Balancing cash drawer by counting cash at begining and end of work shift.
· Keep record of daily cash sales receipts.
· Handle customer complaints effectively.
· Resolve problems with payments.
· Answer telephones and respond to questions or requests.
· Manage petty cash.
· Provide daily cash sale summary.
· Maintain clean and orderly working area.


June 2016-Aug 2020	:  Njoka Mukami and Company 
Worked as an Accounts Clerk
Responsibilities

· Monthly filing of Value Added Tax (VAT) online from accounting records provided by accountants.
· Submitting relevant withholding and vat payments to Kenya Revenue Authority.
· Ensuring compliance with taxation legislation.
· Preparation of final accounts.
· Record filling and updating.
· Banking and filing receipts.
· Handling petty cash and doing reconciliations.

June -July 2015	:NAMPAK  Kenya ltd

Worked in the Quality Assurance Department

TASKS

· Inspection of produced goods.
· Assisted in planning corrective and preventive actions to maintain quality standards.
· Helped to develop processes and procedures for quality control.
· Identifying problems and recommending improvements

EDUCATION BACKGROUND

June2015	:Excel Institute ofProfessionals CPA 2

AREASCOVERED


· Economics
· Cost Accounting
· Auditing and Assurance


June2014	: LEVEL 2
AREASCOVERED
· Financial Accounting
· Cost Accounting
· Taxation
· Auditing
· Fundamentals of Information Technology

June2013	:LEVEL1
AREASCOVERED
· Introduction to Financial Accounting
· Entrepreneurship and communication
· Principles of Management
· Business Mathematics
· Introduction to Law
Nov2011	:Thika Institute of Computer and Engineering Computer Packages
2007-2010	:Gachororo Secondary School
Kenya Certificate of Secondary Education
1997-2006	:Kuraiha Primary School
Kenya Certificate of Primary Education

Skills  andAchievements Achievements
· Successfully converted various clients from the manual calculation of taxes to I-tax system.
· Successfully helped clients to understand the need and importance of tax compliance.

Skills
· Computer skills
· Proficiency with Microsoft Excel and Microsoft Word.
· Team player.
· Excellent communication skills.

REFERENCES

1. John Kariuki
Auditor
Njoka Mukami and Company
Email: njokamukamiandcompany@gmail.com
Cell: 0727817858

2.Daima Chemist
Manager
Mr.Martin
Cell:0743546751

3.Mr.Okwemba
The Human Resource Manager NAMPAK Kenya Limited
P.o Box 109 Thika, Kenya

4.MrMwaura
Principal
Excel institute of Professionals P.o.box 2255-01000 ThikaCell:0722681553
