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P.O BOX 015 – 90402, Mwingi
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CAREER PROFILE SUMMARY

[image: image3.png]



As a hard working accounting professional, I possess an in-depth knowledge of accounts payable and receivable, reconciliation and payroll and a practical understanding of how to apply accounting and business knowledge. Led by my strong problem solving and organizational skills I have established a unique ability to steadfastly manage duties and responsibilities pertinent to the growth of a company. Seeking to grow in my career my strength lies in skills such as reconciliations, financial reporting and financial analysis. I am a proactive problem-solver and determined achiever who is looking for an opportunity to utilize the acquired knowledge on accounting and financial procedures in order to assist the organization with its periodic processes.
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KEY SKILLS AND COMPETENCIES ACQUIRED
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· Team working skills: Ability to relate effectively with team members, offering my help when required to and participating in team efforts.
· Flexibility: Capacity to fit into any environment, maintain calm under pressure and can adapt well and transition with changes in the workplace.
· Adaptability: As I used to embrace change from one department to the other and also I saw each new challenge as an opportunity to learn and test my skills.
· Time Management – Due to Circumstances, I had to develop this skill since I have to manage competing priorities and jungle myriads tasks so as to complete everything in time.
· Communication: When I was in the admission office and the HR office, I used to meet with so many people from different backgrounds and ethnicity. This made me to grow my communication skills to a higher level.
· Openness – As an Accountant, I have to adhere to strict ethical standards of my employer and be transparent when making decisions and giving advice. This grew the skill of openness.
· Leadership – This includes being transparent when making decisions and giving advice. I provide consulting services, which means that I offer advice and business solutions to help my employer improve the operations.
· Transparency – I deal with petty cash of the whole institution and this makes me enjoy my work and be more transparent to my employer.
· NB: Am now much acquainted with TallyPrime Accounting Software and Dynamic 365 Finance software which I use on daily basis to execute my duties in the office of Accounts.
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PROFFESSIONAL WORK EXPERIENCE


ACCOUNTANT

Endeavour Linen Ltd; June 2025 Up to Date

A trusted provider of high-quality linen and laundry solutions for businesses, from India and based in Kenya and Zanzibar. They supply to the Hotel and Hospital industry across the world. 

Duties and Responsibilities
· Managing all accounting transactions.
· Raising Quotations, Delivery Notes and Invoices.
· Managing Petty Cash.
· Preparing Payroll.
· Reporting on the company’s financial healthy and liquidity.
· Comply with financial policies and regulations.
· Processing VAT returns and PAYE
· Recording of expenses and sales
FINANCIAL ACCOUNTANT

Prestige Industrial Services Ltd; January 2022 to May 2025
Is an integrated service provider company providing total industrial solutions from engineering, supplies, tools, services, equipment and parts for companies.

Duties and Responsibilities


· Providing financial reports and profit forecast.
· Processing paper work such as VAT returns and Invoices.
· Assisting in financial planning and budget control.
· Creating, updating and analysing spreadsheets.
· Reconciling accounts payable and receivables.
· Managing all accounting transactions.
· Reporting on the company’s financial healthy and liquidity.
· Reinforce financial data confidentiality and conduct database backups when necessary.
· Receiving customer’s payments and recording the payments in the system.
· Comply with financial policies and regulations.
· Processing payroll and filing of statutory returns and payment of other payroll deductions to the relevant bodies in an accurate and timely manner.
CREDIT CONTROLLER

Nibs Technical College; January 2017 to March 2019

Duties and Responsibilities


· Participated in Recording of customers purchase orders, LPO and receipts.
· Liaising with customers as well as internal personnel including the sales team.
· Recording of expenses and sales
· Ensuring credit and collection policies and procedures are followed within the team.
· Doing follow ups on customer accounts
· Advising potential customers
· Monitoring debtor balances to ensure a reduction in debtors days sales outstanding (DSO).
· Preparation of financial documents such as invoices, accounts payable and receivables
· Banking of cheques.
· Resolving problems in relation to invoice payments.
· Creating policies and procedures that ensure timely payments while maintaining high level of customer retention.
· stock taking
· Conducting credit checks on new customers.
· Reconciling complex accounts that have escalated from the Accounts receivable team.
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ATTACHEE

Nibs Technical College; May to August 2015

Duties and Responsibilities


· Assisted in posting Invoices
· Assisted in allocation of payments
· Participated in stock taking.
· Tracking company expenses.
· Performed data entry and navigating SAP systems in daily tasks
· Verified purchase orders and sale invoices.
· Filling all accounting documents.
· Receiving customer calls.
· Following customers for payments.
SELF EMPLOYED

Blue-Inn Technologies; May 2019 to December 2021

Duties and responsibilities


· Analyzing customer demands and fulfilling them on the side of electronics and general shop
COMPUTER TUTOR

Region Group ICT Centre; March to May 2013

Duties and Responsibilities


· Training students on 8 computer packages

EDUCATION


· Bachelor of Commerce, Finance Option – Jomo Kenyatta University of Agriculture and Technology; May 2013 to 2016
· Kenya Certificate of Secondary Education - Nzauni Secondary School; 2009 to 2012

PROFESSIONAL COURSES


· Certified Public Accountant Kenya – RCM College: 2019
· Certificate in ICDL 2 Modules ( Advanced MS Excel and Word) – NIBs; 2017
· Certificate in computer Applications – Region Group ICT Centre; 2013
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General Employment Skills


· Good understanding of office equipment (computers, printers, scanners and general office

practices)

Personal attributes


· Excellent team player

· Flexible and resilient
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REFEREES


Eng. Francis Mulekya,

CEO & Founder of Prestige Industrial Services Ltd.

Mobile: 0701202426.

Prestige.industrials@gmail.com

Ann N. Mungai,

Human Resource Manager NIBs.

P.Box 1702-00902,

Kikuyu.

Contact: 0713111944

Emai: annmungai7@gmail.com

Mr. K Rono,

Principal Region Group College

P.O Box 015 – 90402,

Migwani – Mwingi.

Mobile: 0720616767
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