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Accounts Admin and Operational Manager 




Personal Details
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	Phone Number
	+27 83 457 8480

	Email
	neresagurcharan@gmail.com

	Location
	Cresta (South Africa)

	Nationality
	South Africa (ID: 8411230231087)

	Age
	38 (23Nov1984)

	EE/AA Status
	Indian Female

	Driver's Licence
	Light Vehicle (Since Feb 2014)




My Next Job
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Preferred



Accounts Admin Manager/ Senior Debtors and Creditors Controller/Operational Manager /Key Accounts Manager/ Manager for budgets and planning/Accounts Receivable Senior Specialist or Team Lead/ Human resource and Payroll administrator

North and West Gauteng Regions

Permanent position in a Finance and Accounts environment/ department.


I am a very motivated and hardworking individual; my main ambition in life is to excel in the profitability of the organisation. I enjoy working with figures and I am very analytical and meticulous. Whatever I do is done to the best of my Abilities and I always give off 110%. I am a quick learner and I see myself as an Asset to any company. I have gained much experience in the past 20 years which is an advantage for me, as I will keep this knowledge forever and can only grow further. I see myself as a good decision maker and I am proactive and sort things out before they become an issue but at the same time, I am able to resolve problems if they arise.


Career Summary
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I am skilled in the field of finance and accounting, human resources, and administration. I am currently employed as the Accounts Admin and Operational Manager. My current duties include debtors and creditors, payroll, PA to the director and I am in control of the daily operating function of the business. In the past 20 years I have always excelled in any job given to me. No job is too big or too small for me. I always give out 110% to achieve success. 




	Company
	Position
	Duration

	Surf4Specials 
	Accounts Admin and Operational Manager
	July 2008 - Current

	
	
	

	Imperial Toyota Randburg
	Dealer Admin Manager
	June 2007 – June 2008

	
	
	

	Tracker Network
	  Dealer Administrator
	May 2005 – May 2007

	
	
	

	   Tracker Network
	Call Centre Agent
	June 2003 – April 2005
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July 2008– Current	Accounts Admin and Operational Manager (Surf4specials T/A Surf4cars) 

Hurlingham, Gauteng, 2196


Current Duties and Responsibilities
FINANCE
· Provide timely and impactful financial analysis to business partners to actively identify risks and opportunities and to understand P&L variances.
· Lead and develop the planning, forecasting activities, including business review, strategic plans and annual business review and statements with Business Partners.
· Develop strong business partnerships with Sales, Marketing and Technical Teams to support business in delivery of financial commitments and execution of business financial strategy. 
· Maintain and Manage business accounts and financial data per SARS requirements for External Accountant to make SARS submissions. 
· Create/Apply practices for internal financial policies and accounting principles. 
· Manage business expenses and capital budgeting.
· Manage Business changes from internal and external factors such as government laws, new technology adoptions and site relocations.
· Coordinate and manage the annual budget and audit processes.
· Manage, maintain, and administrate vendors and key accounts.
· Manage Debtors and Creditors accounts and Daily Cash book entries.
· Manage Full cycle Accounts Receivable, including preparation of monthly invoices and maintaining customer and vendor records.
· Prepare and Manage Accounts Payable including: purchase orders and vendor records maintenance.
· Execute on Multiple Bank reconciliations for depository accounts.
· Reconcile all balance sheet accounts; reviewing for input accuracy and prepare monthly reports and journal entries.
· Manage staff admin duties which include General ledger maintenance, deposit and cash reports, business documents retention and life cycle.
· Support the Financial Accountant in the Preparation of monthly management accounts.

HUMAN RESOURCE’S FUNCTION: 
· Responsible for the management and continuous improvement of processes for Payroll operations.
· Manage reconciliation and control reports, including gross payroll, tax deductions and fringe benefits etc.
· Manage the Recruitment and selection process.
· Effectively manage employee performance through established company tools/methodologies. 
· Support managers with inputs into recommended compensations, recognitions, or other personnel decisions in the workplace. 
· Support payroll performance, improve effectiveness and efficiencies through strategic and analytical approaches.
· Handle Human Resources administration, Maintain Human Resources files, disciplinary procedures, Health, and Safety Issues
· Implement internal policies which are aligned to local legislation, workmen’s compensation, basic conditions of employment etc. 
· Human resources management and execution (wage negotiations, retrenchment, ccma cases, disciplinary action, hearings in the workplace, employment documents, posting Job advertisements, CV screening and the employment process. Etc.
· Accountable for submissions of workmen’s compensation reports
· Manage organizational changes from manpower planning to capacity planning for healthy workforce with focus on business strategy and needs.
· Facilitate the year end BEE Audits. 
· Track BEE Trends and ensure the company remains abreast of changes and regulation requirements. 
· Monitor the BEE scorecards and liaise with relevant consultants to keep track of requirements for improvements.
· Mange the company organograms and department structures always. 
· Develop and implement the Employee Equity Plan and Skills development for employees.
· Ensure job descriptions are aligned to each role.

GENERAL ADMINISTRATION DUTIES: 
· Organising office functions
· Assist with risk management issues including compliance and regulatory matters.
· Ensuring the office runs smoothly.
· Arranging BEE Certificate Level 2
· Insurance queries and claims
· Vehicle Financing and Property purchases
· Purchasing of Groceries, stationary, equipment and electronics
· Organising and maintaining Director’s diaries
· Organising of business trips, including travel bookings
· Compiling Monthly Revenue reports 
· Compiling Income and expenditure reports
· Perform other related duties as may be requested by the Directors.


OPERATIONAL  DUTIES:
Social Department 
· making sure that each person is on schedule and are meeting their deadline.
· Allocating social campaigns on teams with a set budget for the month 
· Checking that each campaign is posted with the allocated budget on Ad Manager
· Making sure that the video team has scheduled appointments weekly and that each video is done and edited and posted with the correct standard.
· Making sure that each client is getting the right results from the live campaign.
· Setting a monthly budget and plan for each client with a deadline 
· Arrange branded promotional items. 
· Coming up with products to offer the market on social platforms.

Call Centre
· Quality Assurance coaching 
· Makin sure that their targets are met, and they are following all the channels to create a quality lead.
Sales Team
· Arrange a weekly sales meeting to talk about the week ahead.
· Create a rate card for the clients.
· Assist the sales team in tailor made packages for clients.
· Arrange weekly targets for the sales team.
· Assist the sales team with any problem that arises.







                              



[bookmark: page3]Jun 2007 – Jun 2008	Dealer Admin Manager (Imperial Toyota Randburg)

Randburg, Gauteng, 2194





Duties
· Creditors
· Debtors accounts
· System Banking
· Physical banking of monies and cheques
· Telephone Management
· Human resource related queries
· Invoicing out New and Used cars.
· Punching and Loading DIC invoices
· Requesting settlement cheques
· Receive and verifying supplier invoices.
· Reception duties
· Petty cash
· Reporting of Switch board and Telkom faulty lines




May 2005– May 2007	Dealer Administrator (Tracker Network)

Cresta, Gauteng, 2194

Duties
· Reconciliation of corporate Accounts
· Client Services with corporate customers
· Downloading of Reports
· Internal Communication
· Office Administration
· Arrange company events and promotional gifts.
· Arrange installations and removals of tracking devices.





June 2003 – April 2005	Call Centre Agent (Tracker Network)

Crestal, Gauteng, 2194

Duties
· Outbound calls
· Arrange for installations with fitment center.
· Complete telephonic contracts with clients


Education
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March 2014	Unisa (Centre for decision sciences) 
                           Numerical Skills for Business 

NQF LEVEL 5 with 48 credits (Passed with Distinction)




June 2003	Cornerstone Youth Line – Randburg, Gauteng (South Africa)
· Call centre, customer service, Telephone Techniques, Handling of inbound calls in a live environment



Dec 2002	Matric Exemption (Gr12)

Stanger Manor Secondary School – Stanger, Kwa Zulu Natal (South Africa)

· English

· Afrikaans

· Mathematics

· Geography

· Physiology

· Home Economics



Systems/Technical Skills
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	Pastel Accounting
	Pastel Evolution
	Pastel Payroll

	Standard bank business online
	Kerridge
	E Toyota

	Calculous (Telephone management system)
	Microsoft 
	CDS (Customer delight system




Job Skills
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Knowledge of financial & managerial accounting. 
Attention to detail. 
Understanding of financial disciplines 
Strong oral / written communications skills
Demonstrated capability of handling multiple project assignments simultaneously
Strategic and Project management skills. 
Change Management
Problem solving and Analytical skills. 
Negotiations
People Leadership and Management

Languages
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English–Read, Write, Speak


References
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Tracker Call centre
Chantelle Malindi  
0860 605040 (fitment centre)

Tracker Dealer Hub
Mabatho Mphomane
 011 380 0470 

Imperial Toyota Randburg
Sean Bacon (Dealer Principle)
 011 886 4735

Surf4cars
Rowen Joshua (Regional Manager)
010 007 1235
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