CURRICULUM VITAE

PERSONAL DETAILS

Name:



James Mwololo

Date of Birth:


May 17th 1964

Sex:



Male

Nationality:


Kenyan

Marital Status:

Married

Physical Qualities:

Height:
    1.84 metres





Weight:  64 kilograms

Contact:


P.O. Box 00100 – 16125, Nairobi

Telephone:


732160-4 Ext. 213

Next of Kin:


Aisha A. Maina





Box 00100-16125





Mobile:  0733-827057





ID NO. 5780346

EDUCATIONAL BACKGROUND

1977 – 1980:

Oloolasser Secondary School



In total, I sat for 8 subjects, which I all passed. I managed to score 

Division Two.


2002-   2005

University of Nairobi.
                                    Bachelor of commerce (finance)


PROFESSIONAL QUALIFICATIONS

1982:


Accounts Clerk National Certificate

1999:


Certified Public Accountant CPA (K)

2000:


Institute of Nuclear Science (University of Nairobi):


I successfully completed training on the following courses:

· Introduction to Computers and Windows 95/98

· Microsoft Excel

· Microsoft Access

2006 Sabis consulting (U.K.)

Sage ACCPAC (Enterprise resource planning)
GENERAL WORK HISTORY

1982 – 1984:

Bakshi Brothers
This was a private accounting firm, where I worked as an Account 

Clerk. My responsibility was to prepare accounts for several clients 

Upto the trial balance level.

1986 – 1988:

University of Nairobi Bookshop
Worked as an Accounts Clerk

Responsibilities:

· Receipting cash sales

· Preparing invoices for credit sales

· Maintaining staff credit records

· Update of inventory bin cards

1988 – 1992:

University of Nairobi, Salaries Section
Worked as an Accounts Assistant



Responsibilities:

· Preparation of the payroll, which included coding of all earnings and deductions through special cards called Code Sheets.

· Receiving the payroll computers tabulations, this is the output of the in-fed information.
· Go through these tabulations checking thoroughly whether the output is as expected and then re-feeding the computer with amendments necessary before the final payroll is run.

· Writing payment vouchers for payments of salaries through the banks, individual cheques or cash.

1993 – 1996:

University of Nairobi, Wages Section
Worked as an Assistant Accountant



Responsibilities:

· Indicating the votes to be charged on the monthly payroll summaries.

· Analyzing all the manual adjustments made on the wages payroll and showing the votes to be debited or credited with the amounts.

· Reconciling the wages payroll and writing payments vouchers to various banks for members of staff who earned salary through the bank.

· Preparing payment vouchers to the University Bank to withdraw cash for staff members who were earning salary through cash payroll.

· Supervising the cash payroll payments.

1997 – 1998:

University of Nairobi, Wages Section
Worked as an Accountant



Responsibilities

· In charge of the whole section

· Scrutinizing appointment/termination letters and other wages claims and ensuring coding to the wages payroll is done on time.

· Attending to all kind of queries from members of staff relating to their wages.

· Attending to audit queries.

1998 – 2000:

University of Nairobi, Press
Worked as an Accountant



Responsibilities

· In charge of all accounting functions of the University Press

· Payment of royalties and creditors

· Controlling revenue from book sales

· Preparation of the final accounts

· Attending to audit queries from internal and external auditors

2001 –2003:
University of Nairobi, Faculty of Commerce
Worked as an Accountant




Responsibilities:

· Fee payments for regular students (Module I)

· Reconciliation and preparation of summary income and distribution from Part-time students (Module II)
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Responsibilities:

· Preparation of college annual estimates

· Manage Research Grants, including disbursements and preparation of the relevant financial reports for submission to donors.

· Monthly bank reconciliation.

· Machine room vote reconciliation with monthly C.V.

· Preparation of monthly income and expenditure.

· Budget projection.

· Computation of gratuity.

· Examination of all payment vouchers.

· Being in charge of all student data and there reconciliation.

· Direct Supervision of the accounts section

OTHER SKILLS

· Can communicate well in English and Kiswahili

· Can work in unfavourable conditions with very little supervision

· Good handwriting and creative quality

ACTIVITIES AND INTEREST

· Active sportsman and with good interest in soccer and karate

REFEREES:

1. Prof. Henry W. Mutoro

Principal

College of education and external studies. 

University of Nairobi

P.O. Box 30197

Nairobi

2. Prof. Isaac M. Mbeche

Principal.

C.H.S.S.

University of Nairobi

P.O. Box 30197

Nairobi

3. P.O. Agutu

Deputy finance officer

University of Nairobi.    
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