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CURRICULUM VITAE

Mary B M Tuigamala

65C Prince Albert Rd
St Kilda 

DUNEDIN

Telephone:  03 4563694/02102575592
Skills and Personal Strengths

· Hard working person

· Honest and reliable

· Self motivated

· Accounting and financial skills

· Computer skills such as Microsoft Excel and Word

Work History

2003-2004
Senior Finance Officer 


National University of Samoa


Samoa



Responsibilities: 
· Certify cash payment journal & cash receipt journal
· Bank reconciliation
· Deals with outside departments and Associations for student fees
· Prepare list of students who paid fees 
· Issue invoices 
· Certify daily banking
· Other duties as mentioned below 
2001-2003
Account Receivable


National University of Samoa
Samoa



Responsibilities:

· Prepare cash receipt journals 
· Certify daily banking
· Issue invoices
· Prepare list of students who paid fees 
· Prepare payments for student allowances 
· Prepare list of refunds  

Additional duties as Payable officer
· Prepare local and overseas payments

· Prepare cash payment journals

· Filings

2000-20001
Cashier


National University of Samoa


Samoa



Responsibilities:
· Issue receipts
· Prepare daily banking (twice a day)
· Collects overdue debts
· Check the sub-receipts and issue receipts
· Input receipt into MYOB system
Church experience
Sunday School Teacher
· Teaching seven to twelve years of age(7-12yrs old) with the bible stories

· Preparing programs for the class for special services (i.e.) White Sundays

Member of the Mother’s association

As a member you are require to;

· Look after the kitchen 

· Look after the temple (i.e.) Cleaning, Tidying and Decorating

· Support the Children’s, Youths and Fathers groups. 
Deputy leader of the Worship Team
· Conduct fundraising for the worship Team
· Collect money and deposit in the Bank
· Prepare financial Report monthly 
· Lead singer in the Worship Team
EDUCATION AND TRAINING

1999-2000
Certificate in Commerce


National University of Samoa

2000-2004
Studying Bachelor of Commerce



National University of Samoa
2005-now
Studying Bachelor of Commerce



University of Otago
INTERESTS

· Reading

· Sports
· Singing
REFEREES

Talosaga Aiolupotea

Former Finance Registrar

NUS

Phone (Home): (685) 23386 

 (Work): (685) 20404 / 20994

Mobile: (685) 779 4792

Email: radat2004@yahoo.co.uk

Nua Pula
Senior Finance Officer

NUS
Phone (Work): (685) 20072 ext 208
Fax: (685) 22440

Email: n.pula@yahoo.com
Rev Uaale Elisara
Pastor

Lookout Point Samoan A.O.G. Church

Phone (Home): (03) 487 6389

Mobile: 021 044 7435
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