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Dear Sir/Madam
	
[bookmark: _GoBack]Re: Application for the position: Finance officer position

I am thrilled to present to you my curriculum vitae for perusal

The nature of my qualification and experience has prepared me for the position advertised. It involves a great deal of knowledge of business management, Cost and management accounting, project accounting and financial administration. It further requires a detailed understanding of the standards of Accounting, Public Financial Management Acts, GAAP, GRAP, grants regulations, Treasury Regulations, division of revenue act and medium term expenditure framework’s guidelines.   In executing the above I have to display high level of professionalism, Independence, honesty, integrity, diligence, confidentiality, objectivity, hard work, ethics, constant research and ability to work as a team member. In my past and current employment I have displayed that on a high merit level.

I am a highly methodical, amenable, and results orientated team player who is experienced in, Accounting, cost and management accounting or Budgeting, project accounting, financial administration and financial analysis. I have obtained my experience from Eskom -Accounts payable as finance learner, East London Industrial Development zone as a (Finance Intern and Junior Management Accountant), Essentra Components as an Accountant, Independent Development Trust as a Project Accountant and at Amatola  Water Board as Project Financial Controller.

The courage for performing my duties as elaborated above is enhanced by the Bachelor of commerce Accounting qualification that I obtained from the University of Fort Hare and the post graduate diploma in management accounting that I am currently doing at the University of South Africa. Therefore I have the capacity to add value at organisation since I have the qualification that is required and I am also furthering it by doing a CIMA accredited qualification with the intention of qualifying as a Chartered Global Management Accountant (CGMA). Lastly I have worked at three different parastatals that are listed in the PFMA and which are equivalent to the organisation.

Thank you for taking the time to consider this application and I look forward to hearing from you in the near future. 

Yours sincerely 
Ntembeko Dominic Gxase 





PERSONAL DETAILS
SURNAME	GXASE

FIRST NAMES	NTEMBEKO DOMINIC

KNOWN AS	NTEMBEKO

I.D. NUMBER	8609206203085		
			
CITIZENSHIP	SOUTH AFRICAN

GENDER/EE	BLACK MALE

MARITAL STATUS	SINGLE
					
DRIVER’S LICENCE	CODE 8

CONTACT NUMBER	0837167455 / 0618963808

EMAIL ADDRESS	zeekupa@gmail.com
						
NOTICE PERIOD	1 month	
EDUCATIONAL HISTORY
2005		MZIKAYISE DALASILE SSS

Qualification	Matric

Subjects taken	Accounting, Maths, Business 			Economics, Economics, English			IsiXhosa

2012		UNIVERSITY OF FORT HARE

Qualification	Bachelor of Commerce Accounting

Courses taken	Accounting, Auditing, Taxation			Financial Management			
2018		UNISA

Qualification	Post Graduate diploma in 
		Management Accounting

Courses doing	financial strategy, Performance 			strategy 
COMPUTER SKILLS & ADDITIONAL COURSES
· MS Word
· PowerPoint
· Excel (basic 2016, intermediate 2016 and advanced 2016)
· Outlook
· Publisher, Access 
· SAP (AP)
· Baan (Project Accounting module)
· Aggressor
· Microsoft Dynamics AX 2012
· BPCS Session Manager, Citrix online (cashbook) and MSS com
· CITRIX AND COGNOS
· Micro soft Dynamics GP
· Financial analysis and Reporting writing
· Annual financial Statements preparation
· Presentation skills and communication skills
· Planning and organisation skills
· Problem solving skills and Risk analysis
EMPLOYMENT HISTORY

Company Name	Amatola Water Board
	
Position		Project Financial Controller

Employment Period	July 2018 to Date

Reason for leaving	currently employed 

Responsibilities

· Preparing project payment Bills
· Cost and Revenue Reconciliation
· Variance reporting (Budget vs Actual)
· Retentions
· Reconciliations
· Journals
· Project expenditure report
· Accrual reporting
· Following on payment
· Project expenditure monitoring 
· Project Expenditure commitment report or schedule
· Credit Notes
· Action plans for under spending on projects( Proposed)
· Advising project managers on expenditure risks
· Verification of supporting documentation against discretionary contracts
· Verification and performance management of suppliers
· Assistance in the compilation of quarterly and annual reports
							

Company Name	Independent Development Trust	
Position		Project Accountant

Employment Period	Aug 2017 to Feb 2018

Reason for leaving	contract ended 

Responsibilities
· Formulates and maintains appropriate project financial procedures in order to ensure a sound project control environment.
· Monitors the project team’s adherence to relevant policies and procedures.
· Monitor and advise project planners and managers to support the cost estimating, cost control and cost forecasting activities.
· Identifies and implements best practice relating to project accounting and financial control.
· Project ERP / Great Plains management and administration. 
· Checks alignment of GP vs. Cost management system. 
· Preparing monthly management cost reports which are presented and discussed at monthly cost meetings;
· Provides Management with financial information to assist in decision making 
· Identifying, investigating and forecasting variance trends, and if required, developing corrective action plans in conjunction with Management
· Providing advice on project accounting matters in line with company accounting policies and IFRS;
· Ensuring that appropriate reports are available from GP OR W DRIVE to assist Management in accessing and extracting relevant information;
· Scrutinize costs recorded for accuracy and identifies re-allocations of costs.
· Manages the co-ordination of receipt and approval of invoices and ensures appropriate checks for validity and budget allocation prior to approval.
· Perform monthly journals, allocations & accruals per project.
· Assists in the management and maintenance of project costing databases.
· Liaises with PROGRAMME MANAGERS on Project Accounting issues.
· Manage, control and forecast of contract cash flow. 
· Effectively communicate with Contract Managers / Engineers  regarding contract documents, change orders, cash flow and other contract modifications, approvals, and any additional services-related to billing.
· Monthly performance assessed through variance analysis and presentation thereof in monthly team meetings.
· Co-ordinates the close out of project accounts upon project / contract completion.
· Follow up on variances found during the close-out process and ensure appropriate close out of the contracts.
· Assists in the management and control of budgets, commitments, expenditure, forecasts (FEC) vs. authorized budget and the production of project financial reports.
· Provides input and review in the compilation of project estimates including monthly forecasts, forex sensitivities, contingency calculations, escalation calculations and the development of the overall basis of estimate in line with company standards.
· Reviews project budgets to ensure that budget application are accurate and complete. 
· Provides input and review to variances between current forecast and budget.
· Provides input and reviews that adequate controls exist that will allow for the preparation of a valid and complete annual budget.
· Confirmation of funds available for the expenditures.
· Preparing reconciliation and retention report monthly
· Analysis of accrual report and submitting it to AFM.

							
Company Name	Essentra Components (Pty) Ltd	
Position		Accountant

Employment Period	Nov 2016 to July 2017

Reason for leaving	I got IDT job			
Responsibilities:
· Updating, uploading and posting cash book on the system
· Updating cash forecasts and sales forecasts
· Analysis of order block report and releasing orders
· Attending client queries about their accounts –Credit limit, balances and credit applications 
· Uploading cash book balance and cash sales done per week. (weakly sales and 
· Investigation on all costs in the company
· Analysis of on Hold report and releasing there after some of on hold invoices
· Attending customer queries (reprint of invoices, statement, preparing of credit note, proof of delivery and sending them to customers).
· Uploading payments to the system (Creditors)
· Reconciling of creditors accounts and debtors
· Cleaning and doing reclassification of wrong allocating on our Age analysis report.
· Debtor’s allocation according to age analysis.
· Preparing Accounting or controller file
· Inter Company accounts schedules
· Analysis of stock provision report (selection of the top fifty stock items)
· Analysis of stock provision report (monthly movements of stock)
· Analysis of Age analysis report (selection of the top fifty customers)
· Preparing monthly journals: payroll journal, fixed asset journal and reallocation journals.
· Preparing month end file (management file)
· Assisting with salaries, administration and some HR duties
· Ordering office supplies
· Financial Reporting and Forecasts
· Cost analysis, PAYE and VAT								

Company Name	EAST LONDON INDUSTRIAL DEVELOPMENT ZONE

Position		Junior Management 
		Accountant

Employment Period	Mar 2015 to May 2016

Reason for leaving	END OF CONTRACT								
Responsibilities:
· Budgeting– Forecasting
· Assisting the management accountant with creating budget plan and Uploading budget per department, cost Centre, account number and project order number
· Budget checking - allocation of expenditure as per project, checking availability and Allocating Petty cash according to budget.
· Budget revision and shifting of funds and Analysis budget per department and Cost Centre periodically
· Cost and management accounting duties
· Preparation of month end journals using costing model (activity based costing
· Correction journal when there is wrong analysis (preparing memorandums for correction journals)
· Work-in progress journal and capitalization journal (infrastructure project expenditure) –CAPEX
· Data mining in ERP system
· General ledger analysis, creation of GL accounts number and data analysis.
· Cost of sales analysis and variance analysis
· Assist all departments with preparation of management accounts (POE reports for Zone development, zone operations and Human resource department)
· Updating the IYM
· Monthly Reports
· Variance reporting, Cost of sales update and Costing Journals
· Revenue and income reporting per department
· Project commitment register CAPEX and Additions schedule
· Monthly reconciliations						
· Project Accounting
· Filling payment batches for some projects like greening project, Wild coast SEZ and renewable energy. 
· Assist project managers with cost management accounting. Updating each project expenditure and liaison with project managers about contract lapse and remaining invoices for payment or following up on outstanding payment documents
· Project monitoring tool, project commitment register, infrastructure addition schedule and CAPEX
· Addressing project payment issues and Maintain the project related data in AX.
· Doing accounting services and financial administration per each project.
· Liaising with all internal and relevant stakeholders and making relations. 
· Assisting the assistant accountant on preparing travel claims.
· Reconciling project expenditure vs bank for:
· Wild coast SEZ project, Environmental affairs project, Renewable energy project
· Maintain project related records, attending audit queries and providing information needed. Assisting internal audit and external audit queries.
· Other Finance duties
· Attending queries of each client and dealing with each account, cost centre and department with in East London IDZ by providing cost accounting duties like innovation of reporting, revenue generating and expenditure monitoring strategies.
· I also assist asset controller with classification journals, reconciliations and tagging of assets.
· Providing information for infrastructure an investment property and 
· Also in finance department, I assist with doing accounting file.
· Assisting the Accountant with VAT reconciliation and VAT returns.
· Income Tax
· Attending audit queries and providing information needed. Assisting internal audit and external audit queries.
· Posting journals and payment invoices on Microsoft dynamic AX 
· Maintenance of system functionality( daily GL analsysis,daily budget accessibility and movements)	
________________________________________________________________________			




Company Name	EAST LONDON INDUSTRIAL DEVELOPMENT ZONE	

Position		Finance Intern– Management 
		Accounting Unit

Employment Period	Mar 2014 to Feb 2015

Reason for leaving	END OF CONTRACT							
Responsibilities: Same as Junior Management Accountant
· Budgeting– Forecasting, Cost and management accounting duties, Monthly Reports and Project Accounting
· Other Finance duties								

Company Name	ESKOM	
	
Position		Experiential Learner

Employment Period	Mar 2013 to Feb 2014

Reason for leaving	END OF CONTRACT								
Responsibilities:
· Assisting with filling, Invoice allocations, Capturing, processing and Posting and reconciling.
_________________________________________________________________________


REFERENCES 
            		
Name		: Ms Salizwa Zide
Company	: Amatola Water Board
Designation	: Project Financial Controller 
Contacts	: 0437073775/0737516101
										

Name		: Elroy Makok
Company	: East London Industrial Development Zone
Designation	: Management Accountant 
Contacts	: 0873730733 / 0798794875 
										 
              		 Name		: Ms Nelisa Ntsaluba
Company	: Independent Development Trust
Designation	: Acting Finance and Admin Manager
Contacts	: 0437116037 / 0835103874
 										
Name		: Mrs Barenda Beelien 
Company	: Eskom 
Designation	: Manager –Shared service (Accounts payable) 
	              Contacts	: 0437035107 / 0836813857			

Name		: Mr Khanyisa Thiyane
Company	: Essentra Components (Pty) Ltd
Designation	: Finance Manager
	              Contracts	: 0744980767/0736031306			
 
