
Dear Hiring Manager,

I am a highly motivated and results-driven Finance Administrator with hands-on experience in financial
operations, invoice processing, creditor reconciliation, and administrative support. My background in
Financial Management (N6) and successful completion of in-service training has equipped me with the
necessary skills to contribute meaningfully in any finance-focused environment. I take pride in my ability to
work effectively under pressure while maintaining accuracy and professionalism.

Throughout my professional journey, I have consistently demonstrated proficiency in using tools such as
SAP, Coupa, Sage, and Pastel Payroll, along with a solid understanding of GL re-allocations, journal entries,
VAT calculations, and financial reporting. My work ethic is founded on integrity, time management, and a
strong commitment to client service. Whether handling supplier onboarding, internal audits, or stock and
asset management, I ensure timely execution and attention to detail in every task.

With a strong foundation in finance and administration, combined with my multilingual abilities and adaptable
nature, I am confident in my ability to integrate seamlessly into any team and add value from day one. I am
particularly drawn to dynamic and fast-paced work environments where problem-solving, innovation, and
collaboration are key to achieving shared success.

Thank you for considering my application. I would welcome the opportunity to contribute my expertise,
energy, and dedication to your organization. I look forward to the possibility of discussing how I can support
your team in achieving its goals.

Sincerely,

Vinus Mathevula
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OBJECTIVE   
   

I am highly motivated and detail-oriented Accounts Payable Administrator with over 5 years of 

experience in financial operations, Creditors reconciliation, Invoicing and SAP system 

management. Proven ability to work under pressure and meet deadlines while maintaining high 

accuracy. Adept at working in both team-based and independent capacities. 

   

EXPERIENCE   
    

  

September 2025 Until Present  

PTAC Group – Accounts Payable Administrator 

  

● Receive, verify and capture supplier invoices.  

● Match invoices to purchase orders and delivery note.  

● Ensure compliance with VAT and the authorisation matrix.  

● Reconcile supplier statements with the AP ledger.  

● Investigate and resolve discrepancies.  

● Prepare payments for approval.  

● Ensure timely and accurate payment submissions.  

● Handle supplier queries professionally.  

● Maintain accurate filling of invoices and payments records.  

● Reconcile all bank accounts daily.     

 

July 2023 until August 2025 (Contract Ended)  

Customer Loyalty Consultants - Finance Administrator 

 

● Executed weekly payment proposal runs, ensuring all disbursements were accurate and on 

schedule.  

● Monitored and managed creditors ageing reports, identifying overdue accounts and 

following up to maintain positive supplier relationships. 

● Reconciled supplier accounts weekly and monthly, resolving discrepancies to maintain 

financial accuracy. 

● Liaised directly with supplier to address queries, clarify invoices and ensure smooth 

transactional processes. 

● Process supplier invoices accurately into Pastel Evolution on time.  

● Prepared and distributed remittance advices, while handling incoming calls and emails from 

service providers to resolve issues promptly. 

● Organised and maintained accurate filling systems for supplier documentation, supporting 

audit readiness and operational efficiency. 

 

 

 

 

 



 

 

July 2022 until June 2023 (Contract Ended)  

TFG Regional Office - Finance Administrator  

   

● Receive and capture supplier invoices into SAP system and Coupa system.  

● Match invoices with purchase orders and receipts Orders.  

● Sort and process source documents for payment, and send remittance advices to suppliers.  

● Reconcile Creditors Statements and resolve supplier queries.  

● Perform month-end activities: Journals entries, Accruals, Reversals and GL reallocations.   

● Post Credit notes to offset supplier payment and ensure correct Ledger Allocations.  

 

 

  January 2021 to June 2022  

TFG Regional Office - JHB Finance Intern   

   

● Receiving and sorting source documents for payments.   

● Capturing payments onto accounting system.   

● File source documents.   

● Email to clients, customers and suppliers.   

● Match invoices with purchase order.   

● Capture invoices on the system.   

● Assist in preparing financial statements and job costing.  

● Participate in budgeting and standard costing exercises.  

 

                                        

EDUCATION   
   

2018 Financial Management N6, Denver Technical 

College   

              2016 Senior Certificate, Nyanisi Secondary School    

 

SKILLS   
   

Computer Skills | MS Word | MS Excel | Pastel Evolution| SAP System | Coupa| Sage    

Language Skills | Xitsonga | English | IsiZulu | Sepedi    

      Personal Skills |Attention to Detail | Analytical Thinking | Ability to Work Under Pressure |   

Communication Skills | Decision Making Skills | Deadline Driven | Leadership Skills | 

Teamwork | Time Management | Systematic | Interpersonal Skills | Planning Skills | 

Organisation Skills | Self Motivated.  

 

 

REFERENCES   
   

          Thembinkosi Kosopi | TFG | Manager | 072 725 6159 |0219374742    

   Teresa Mabasa |CLC | Hr Manager| 073 081 3937  

   Peter Ramokgola| PTAC Group | Manager | 076 314 4586 | 087 759 8254 

   

 

 








