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CAREER OBJECTIVE 
I am an organized and analytical person with 3+ years of working experience as an Accountant trainee, Junior Bookkeeper and Bookkeeper holding a Diploma in Accountancy obtained from the University of Johannesburg, currently studying advanced diploma in Accounting Science with UNISA. I am an enthusiastic, initiative-taking, highly adaptive and hardworking individual. I am seeking to secure a responsible and challenging work opportunity to fully utilize my skills and continue growing as an accounting professional.
PERSONAL DETAILS
Title                               : Miss
Name                            : Florah
Surname                       : Chihau
Age                                : 27
Residential address    : 8391 Gonothi street, 
                                         Pimville Zone 1, Soweto
                                         Johannesburg, 1809
Contact Numbers       : 071 815 8907	
Date of Birth                : 22 October 1998
Identity Number         : 9810220850088
Marital status               : Single
Citizenships                 : South African 
Criminal Record          : None
Languages                   : English, IsiXhosa, Xitsonga and Setswana
 EDUCATION 
Institution                 : University of South Africa (Current)
Qualification            : Advanced Diploma in Accounting Science (CT1)
Institution                 : University of Johannesburg (2019 - 2022)
Qualification            : Diploma in Accounting
Institution                : University of Johannesburg (2018)
Qualification            : Commercial Accounting Certificate
School                       : Simunye Second School (2017)
(Certificates can be provided on request)

SUMMARY OF EMPLOYMENT HISTORY
1. NNK Financial Consultant (Pty) Ltd

▪ January 2022 to December 2022 (Internship)                            : Trainee Accountant

2. Framefun printing and signage  (Pty) Ltd 

▪ May 2023 to August 2023 (4 months contract)                          : Accounts clerk

3. C&J Tax and Accounting Solutions (Pty) Ltd

     ▪ January 2024 to Dec 2025(2 years Contract)                              :Junior Bookkeeper


ACHIEVEMENTS 
School 
Obtained certificates of achievement in matric in:
      o Life Sciences 
  o Geography 
  o Mathematical Literacy 
  o Business Studies 
  o Life Orientation
     o English 
  o IsiXhosa

WORK EXPERIENCE GAINED
1. NNK Financial Consultant (Pty)Ltd


· Bookkeeping
· Monthly report
·  Bank reconciliation
· Preparing cashbook


▪ Creditors Management
· Requested and processed suppliers’ invoices from clients.
· Verified that tax invoices met SARS requirements for tax purposes.
· Followed up on incorrect invoice calculations with clients.
· Created and managed new vendor accounts.
· Reconciled suppliers’ statements.

▪ Debtors Management
· Requested and processed clients’ invoices.
· Ensured client tax invoices complied with SARS regulations.
· Captured client invoices into the accounting system.
· Reconciles debtors’ statements to ensure accuracy.


2. FrameFun Printing and Signage (Pty)Ltd
▪ Debtors & Creditors
· Reconcile supplier’s invoices and statements.
· Updating age analysis daily and captured all payments received.
· Process Suppliers payments.
· Process customers’ invoices, receipts and other documents.
· Manage all customers’ accounts reconciliations.
· Emailing customers statements and call for overdue payments.
▪ Bookkeeping
· Daily cashbook
· Reconciling petty cash expenses and credit card expenses and upload all invoices and schedule to PASTEL.
· Track all income and expenses reporting.
· Monitor financial transactions.
· Maintain finance data and update report accordingly.
· Communicate with vendors/suppliers and customers.
· Monthly Bank reconciliation.



3. C&J Tax and Accounting Solutions (Pty) Ltd
▪ Bookkeeping
· Process monthly journals for clients.
· Prepare monthly bank reconciliations for clients.
· Prepare customers’ invoices and email them
· Capture bank statements for client.
· [bookmark: _Hlk178154431]Capture invoices for client.
▪ Payroll and employee records
· Monthly payroll processing.
· Update employee information on payroll system.
· Administration of leave records.
▪ Taxation
· Assist in preparation of VAT201 returns
· Assist in preparation of EMP201 returns 
· Assist with CIPC 
▪ Creditors and Debtors
· Follow up with outstanding debtors on behalf of clients
· Review supplier and customers statement reconciliations on behalf of clients
· Prepares Customers statements and email debtors.







PROFESSIONAL SKILLS
· Problem solving skills
· Deadline driven and passion for accuracy and excellence 
· Collaborates with colleagues and works effectively as a team member
· Excellent in communicate and writing
· Neat and organized 
· Communicate effectively in written and verbal format 
· Time management 
· Customer relationship skills


COMPUTER LITERACY

Name of Package                                       Details / Modules                       Level of Experience
Microsoft Excel                                           Spreadsheet                                  Intermediate
Xero                                                              Accounting software                   Intermediate
Simple pay                                                   payroll software                            Intermediate
Sage one Accounting                                Accounting software                    Intermediate  
Pastel Xpress                                              Accounting software                   Intermediate     
                     
PERSONAL INTERESTS

· Reading, cooking and volunteering in community projects
· I am sociable person who likes to network with different diversity and learn more about people and their culture, I enjoy keeping up to date with the current affairs, both national and international events to keep my commercial awareness up to date. Enjoy meeting new people



REFERENCE

Miss Siyasanga Nongwina
Finance Supervisor - NNK Financial Consultant
Tel: 0731293320
Email: siyasanga.n@nnkconsultant.co.za

Mr Jimmy Sibiya
C&J Tax and Accounting Solutions (Pty) Ltd
Director
Tel: 0726934157
Cell: 0670359098
Email: Jimmy.sibiya@cjaccounting.co.za


Mr Siyabonga Mhlongo
Framefun printing and signage
Human Resource 
Cell: 0760351065
Email: hr.s@mudaupicturesframe.co.za
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CAREER OBJECTIVE

| aman organized and analytical person with 3+ years of working experience as an
Accountant trainee, Junior Bookkezper and Bookkeeper holding 2 Diploma in Accountancy
obtained from the University of Johanneskurg, currently studying advanced diploma in
Accounting Science with UNISA. | am an enthusiastic, initiative-taking, highly adaptive end
harcworking individual. | am seeking to secure a responsible and challenging werk
opportunity to fully utilize my skills and continue growing as an accounting professional.

PERSONAL DETAILS
Title Miss
Namme Floreh
Sumame Chitau
Age 127

Residential address : 8391 Gonothi strees,
Pimville Zore 1, Soweto
Johannesburg, 1809
Contact Numbers : 071815 8907

Date of Birth + 22 Cctober 1998

Identity Number  : 9810220850088

Marizal status + Single

Citizenships South African

Criminal Record None

Lancuages + Engiish, IsiXhosa, Xitsonga and Setswana
EDUCATION

Institution University of South Africa (Current)
Qualification Advanced Diploma in Accounting Science (CT1)

Institution University of Johannesburg (2019 - 2022)



