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Zipporah Wandia Mathenge


Objective


To become a top notch Financial Analyst

Date of birth


09th September 1983

Age



23 years

Nationality


Kenyan

Religion 


Christian (Presybterian)

Professional experience 
July 2009- Todate  Assistant Finance Officer/ Accountant

KENDAT (Kenya Network For Dissemination of Agricultural Technology)


Duties and Responsibilities

· Post expenses to relevant budget lines.
· Handle imp rest and petty cash.

· Reconciliation of Salary and bank

· Advise on what budget line to charge what expenses.

· Give quarterly/end year Reports on budget, expenses and variances.
· Preparation of payroll.

· Planning for the whole year to request for funds from the core donors.

HESHIMU PUNDA SACCO TREASURER:

As an employee of Kendat I also serve as the treasurer of the staff sacco. Duties include:

· I sit in the management committee.

· Prepare all the financial and loan reports monthly.

· I sit in the credit committee that vets and approves all the loans applied for.
· Update Members’ Share, Savings and Loan Individual Accounts

· Advice on the Financial Position of the Society

· Handle the societys’ procurements with approval of the management committee.

October 2006 – June 2008      Sacco Manager 

  Ganaki Multipurpose Co-operative Society





Duties and Responsibilities 
· Reconcile daily collections with receipts issued

· Update Members’ Share, Savings and Loan Individual Accounts

· Update Ledgers and Cash Book

· Preparation of final Accounts

· Sit in Loan Committee, advice on loans applied as the loans officer

· Advice on the Financial Position of the Society

· Compute P.A.Y.E., N.S.S.F. and N.H.I.F and make remissions of the same 

· Handle and account for Petty cash disbursements

· Handle day to day management activities of the society

· Sit on Management Committee meeting and give technical advice on matters arising

May 2006 – August 2006 Ministry of Finance (Attachment)

Duties and Responsibilities

· Bank reconciliation

· Petty cash preparation and paying pensions

· Tender examination

· Vote book

· Entry of LATF into the system

· Filing and ledger preparation

January 2003 – September 2005 Accounts Clerk at Delta Air Power 





Duties and Responsibilities 

· Making VAT returns

· Production of Final Reports

· Making invoices and other transaction documents

· Paying salary

· Give advice on Tax computations and Tax payments

Professional Qualifications
2003 – 2004 VISION INSTITUTE OF PROFESSIONALS

2004 Kenya Accountants Technician Certificate (KATC)

2005 Certified Public Accountants Certificate part one (CPA I)

2006 Certified Public Accountants Certificate part two (CPA 2)

Other qualifications 

East Africa School of Aviation





Flight attendant and related duties 

Technical Qualifications
Certificate in information technology





Working knowledge and experience with Quick Books 

Software Accounting 

Secondary Education
1997 – 2001 NAIVASHA GIRLS’ HIGH SCHOOL





Acquired Grade B- (Minus)
Primary Education

1993 – 1996 ST. PETERS GIRLS’ BOARDING 





PRIMARY SCHOOL





Acquired 538 marks out of 700

Languages


I speak fluent English, Swahili and Kikuyu

Extracurricular activities
Participate in Community based activities such as

· Working with people with terminal diseases such as cancer and A.I.D.S.

· Environmental Conservation

· First member 

Hobbies 


Watching soccer, reading books and internet browsing 
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