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	PROFLE SUMMARY

	Certified Public Accountant with more than 16 years of experience managing the books, records and preparing the financial statements of corporations and seeking to take on further challenges in finance to grow career. I am highly proficient in the various accounting software programs, have introduced innovative and successful finance management frameworks and contributed my expertise to the overall profitability of my previous employers.
PERSONAL DETAILS


ID No. 22023279






Year of birth: 1980


Languages: English, French, Kiswahili



Marital Status: Married
	EDUCATION BACKGROUND


KCA University (2013 – 2015): Bachelor of Commerce in Finance
Certified Public Accountant (Kenya) -2004

	AREAS OF EXPERTISE


Cash flow management, Accounts receivable/payable, General ledger, Reporting, budgeting and forecasting
ICT skills: Competent in use of Sage Evolution, Sage Pastel, QuickBooks, SUN Financials, SUN Vision, Opera PMS, Fidelio PMS, Materials Control, Ezee, Aruti & Memorysoft (Payroll), Microsoft Excel/Word/PowerPoint applications

	WORK HISTORY


Chief Accountant (January 2019 to date) 

Finch Hattons Luxury Tented Camp

Reporting to the Directors, duties include: 
· - Prepare and record asset, liability, revenue, and expenses entries by compiling and analyzing   account information
· Perform monthly, quarterly, and annual account reconciliations and reviews to ensure accurate and timely reporting of financial data
· Analyze historical financial data and make projections and forecasts based on sound assumption.
· Maintain general ledger by transferring subsidiary accounts; preparing a trial balance; reconciling entries
· Maintain and review fixed assets ledger each month to ensure stock are properly recorded in accordance with established capitalization policies.
· Performing bank reconciliation
· Analyze financial information and summarize financial status
· Assist with tax audits and tax returns
· Direct internal and external audits to ensure compliance
· Monitor and mentor/train junior staff, clerks, and bookkeepers
· Coordinate with finance team to complete assigned accounting tasks within deadlines.
· Maintaining the payroll;
· Safe keeping of company records and assets
· Filing of company tax returns i.e. PAYE, NSSF, NHIF, VAT and INCOME TAX and ensuring statutory payments are done on time;
· Reconciling inventory accounts to the general ledger and Verifying accurate costs for inventories;
Chief Accountant (June 2018 to January 2019),The Emory Hotel

Reporting to the finance manager, duties include:

· Responsible for day to day finance and accounts operations of The Emory Hotel.

· Coordinating the full spectrum of financial roles i.e. Revenues, Accounts Receivable, Accounts Payable, Cost Control, General Ledger.

· Ensuring accurate and timely filing of monthly Statutory returns (VAT/CL/PAYE/NHIF/NSSF).

· Maintaining the budget

· Leads the team and provides guidance.

· Functional assistant to the Financial Controller.

· Ensuring hotel computer systems are working properly and assisting in set ups as required.
· Mapping operational system (Ezee) to the accounting system (Sage Evolution) and ensuring accuracy of transactions.

Credit Manager (August 2016 to May 2018), Azure Hotel Nairobi 
Reporting to Finance Manager, duties and responsibilities include:

· Develop and constantly review company credit policy

· Follow up with clients to manage debt settlements

· Interface with sales to ensure timely communication of credit decisions and ensure timely review of new customers
· Reviewing the Guest Ledger High Balance report daily.
· Resolve credit issues with customers.
· Negotiate documentation and payment terms with customers to ensure transactions are properly documented.
· Schedule and head the fortnightly credit meetings.
Credit Manager (May 2013 to 12 December 2015) Sentrim Hotels & Lodges 
Reporting to the CEO and Group Financial Controller; Duties and Responsibilities included:
· Ensuring adherence with policy and compliance standards; review of standards and policies in line with dynamic business strategies adopted by group executive management; Review and streamlining credit management policies to control bad debt exposure

· Regular spot checks/audits in the lodges on operations controls in place and evaluating their effectiveness. 

· Initiating legal action or other debt recovery actions on delinquent customers

· Handling client issues on payments for the group; reviewing refunds for approval

· Supervision and performance management for accounting team

· Assisting as the main contact person on annual statutory and external audits; supervising the internal audit department and carrying out regular SOPs reviews and updates.

· Management of tenancies for leased out sections of the town properties
Finance & Administration Officer (Nov 2010 to Feb 2013) Hotel Le Voyageur-Elais, Kinshasa, Democratic Republic of Congo

Reporting to the CEO: Duties and Responsibilities included:
· Develop and implement goals, policies, priorities, and procedures relating to financial management, budgets. 

· Supervise and participate in the preparation of various financial statements and reports. 

· Oversee the installation and maintenance of accounting records to show receipts and expenditures. 

· Maintenance of general and subsidiary ledgers. 

· Cost analyses and rate studies. 

· Initiate internal audits involving review of accounting and administrative controls. 

· Establish system of controls for new financial systems. 

· Coordinate external audits. 

· Analysis and review of financial statements with management

· Member of the management committee tasked with day to day running of the hotel

Sentrim Hotels & Lodges Accountant –Receivables/Income Audit (April 05 – Sept 10)

Reporting to the Unit Managers and Group Financial Controller

· Debtor’s control, invoicing, collection and follow up;

· Daily revenue analysis and reporting;

· Monthly stock takes and reconciliations;

· Daily banking, cash reconciliation and production of daily cash summary.

· Ensure proper procedures are in place to safeguard cash against misuse/
· Monthly credit card reconciliation & follow up on card settlements; 

· Supervising the income audit department between 2005 and 2007 and providing daily income audit reports
	OTHER PAST SIGNIFICANT EXPERIENCE


Accountant –Revenues & Receivables (01 April – 31 July 2016) Golden Tulip Westlands Nairobi
· Developing systems for revenue recognition and accounting, accounts receivables and credit cards

· Managing the revenue cycle from recognition to reporting from the Sun system.

· Monthly production of management reports from Sun System; reconciliations of reports through Microsoft Vision program.

· Monthly bank reconciliations, Weekly revenue, AR and PM reporting.

· Assisting in the monthly preparation of management accounts

Chief Accountant (Temporary) (15 December 2015 to 31 January 2016) Midland Hotel (1977) LTD Nakuru
· Managing the accounting cycle from sales and purchases to the nominal ledger and preparing financial statements for the organization, managing the working capital cycle

· Assist in general operations management
Accounts Assistant (Jan 03 - March 05) Select & Protect   Insurance Brokers 

· In charge of accounts, receiving money, banking and monthly bank reconciliations; preparation of payroll, effecting payments and submitting statutory deductions; supplier payments and reconciliations; preparation of management reports, liaising with external auditors. Administrative duties such as follow up on licenses, procurement of office stationery.

	REFEREES


1. Joseph Chege
Corporate Financial Controller. 


Azure Hotel, Nairobi



Tel: +254720588038


joirchege@yahoo.com
2. Mr. John Munyua



Financial controller



Sentrim Hotels & Lodges



Tel: +254722862409



John.munyua@sentrim-hotels.com
3. Mr. Paul Waweru
Chief Accountant
Intex Construction Limited
Tel: +254721162446
pwaweru@intexafrica.com

