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	Mafoko
Keletso Christina


	
MY Profile
Attention to detail
Reconciliation
Ability to work under pressure
Communication
Teamwork
Personal details
ID No: 8810181019088
Marital status: Single
Dependents: 0
Driver’s license: code 10 in progress
CONTACT
Mobile: 065 840 9953
Email: keletso256@gmail.com 
Address: 648 Lievaart St, Pretoria, 0183 

COMPUTER APPLICATIONS

Microsoft office package - Advanced
Pastel Accounting - Advanced
QuickBooks - Knowledge

REFERENCES


1. MMT Financial Services
Director:  Zaheer Jeewa
       Contact: 012 327 5950

2. Sheriff Soweto West
Deputy Sheriff: Prince Mathibela
       Contact: 011 980 6681


	
	EDUCATION
Tshwane University of Technology

National Diploma Internal Auditing | 2014

Rantailane High

Matriculated | 2006
Subjects passed: English, Tswana, Afrikaans, Mathematics, Economics
Business Economics and Accounting
WORK EXPERIENCE
MMT Financial Services - Accounts Clerk	
January 2015 – Current

· VAT – Analysis of Input Tax and Output Tax; Submissions of Respond to SARS VAT queries
· Income Tax – Interpretation of transactions and events per the Income Tax Act regarding the deductibility and non-deductibility of such. 
· liaising with SARS Practitioners unit
· EMP 201- Preparation and Submission of Return
· Liaising with external regulators such as cipc, master of the high court, coida, sars and department of social development
· Workers compensation assistance
· NPO and BPO Registrations
· Processing of Journals
· Capturing Bank statement
· General Admin and filling
· Ad hoc administrative duties
· Registration of Trusts 

Sheriff Soweto West - Administrator / Registry clerk
January 2014 – December 2014

· Data capturing
· Switchboard
· General administration and Filling
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