Curriculum Vitae 
Name: Sipho Vilakazi			Current Salary: R21 000 CTC	
Gender: Male				Email:vilakazi.sipho@gmail.com
Date of Birth: April 01   		Languages: Zulu & English
Drivers Licence: B (Code 08)		Languages: S. Sotho 
Phone Number: 27 84 316 3910
Address: 220 Commissioner Street,
   172 Greatermans Building,
   Johannesburg, 2001


Key Skills:

· Planning skills
· Excellent interpersonal skills.
· Excellent written and verbal communication skills.
· Problem solving capabilities.
· Strong organizational skills & attention to detail. 
· Able to work under pressure/ team player.
· Good results driven.
· Financial knowledge and business administrative knowledge.
· Commercial awareness and acumen.
· Creditors Clerk knowledge.
· Ability to meet tight deadline.
· Good attention to detail.
· Ability to accept responsibility and accountability. 


Software Data Skills:
 
· Efficient in Baan system
· Efficient in Sage X3 system
· Efficient in Accpac system
· Efficient in Syspro system
· Computer Software Skills: Microsoft Office, Excel and Outlook. 
· Proficient in the use of Internet 


Education:
 
Matriculated – 2003
School:  Azalea High School
Subjects covered:  English (first language)                                                                                                                                      
		       Afrikaans (second language)
		       Business Economics
		       Accounting
		       Mathematics	
                    Biology















Tertiary Education
 
Institution:      Alison Online Institute
Completed:     02 November 2020 
Qualification: Diploma in Financial Accounting

Modules Covered:	Introduction to Accounting and Financial Statement
       	Profit and Loss Account
Cash Flow Statement
Corporate Governance
Introduction to Standards and Principles
Ratio Analysis and Return on Equity
Ratio and Financial Statement Analysis


Institution:      Boston City Campus & Business College
Period:            2008 – 2010 
Qualification: Bookkeeper (Financial Management Institute)
	
Subjects covered year 1:   Perform Value Added Tax Calculation and   
                                             Complete Returns
                                             Recording Business and Financial Transactions
                                             Record Income and Receipts
			      Make and Record Payments
		                   Prepare Ledger Balance and Initial Trail Balance

Subjects covered year 2:   Maintaining Financial Records and Prepare 
                                             General Ledger Accounts
                   Finalise and Interpret Accounts
                                             Perform Value Added Tax Calculation and   
                                             Complete Returns
                                             Recording Business and Financial Transactions
                                             Record Income and Receipts
			      Make and Record Payments
			      Prepare Ledger Balance and Initial Trail Balance



Institution:      Gert Sibande Technical College
Period:             2005 - 2006
Qualification:  Financial Management Certificate(N6 completed)
Subjects covered year 1: Introductory Communications (N4)                                                                 
                                            Introductory Entrepreneurship (N4)
			     Introductory Financial Accounting (N4)				                               Introductory Computer Practise (N4)

                               Computer Financial System (Pastel) (N4)
                               Financial Accounting (N4)
                                            Entrepreneurship (N4) 
                                            Cost & Management Accounting (N4)                                                                                                                                                                                                                                                                                                                                     







Subjects covered year 2: Computerised Financial System (Pastel) (N5)
                                            Cost and Management Accounting (N5)
                                            Financial Accounting (N5)
                                            Entrepreneurship (N5)

                                            Computerised Financial Accounting (Pastel) (N6)
                                            Cost and Management Accounting (N6)
                                            Financial Accounting (N6)
                                            Entrepreneurship (N6)


Work Experience 
Company: Wits Health Consortium (Pty) Ltd
Period:  12 July 2021 – Current
Job Title: Creditors Clerk
Duties:

· Capture invoices accurately 
· Review documents provided and ensure that the support provided is in line with Compliance (statutory regulations)
· Ensure the correct GL account and vendor account is utilised when processing invoices in Accounts Payable module. 
· Ensure that the correct VAT class is applied to invoices. 
· Ensure invoices related to contracts agree to the contract
· Ensure AP batches are posted daily
· Payment entries (APPAYS) to be captured accurately and submitted timeously to the Accounts Clerk.
· Payments are released accurately and timeously.  
· Download proof of payments from FNB and upload onto the call log daily.
· Forward remittance advices to suppliers after completion of payment run
· Ensure that proper information is maintained for historical purposes.  
· These supplier statements must be reconciled on the day and submitted to the supervisor for review.
· Preparation and submission of all other creditors’ reconciliations are done monthly and submitted to the supervisor for review
· Invoices not yet received for capturing – must be escalated to the site/grant accountant/ FM 
· Age Analysis to be reviewed monthly and old outstanding queries to be followed up.
· All creditors’ queries to be escalated to the site/grant accountant/ FM 
· Database up be updated with the relevant supplier contact details and account numbers
Reference:

1. Sizwe Mnlongo
Creditors Supervisor
Wits Health Consortium (Pty) Ltd
Telephone: 060 537 0936
E-mail: smnlongo@witshealth.co.za
Work Experience 
Company: Treger Brands (Pty) Ltd
Period:  7 February 2018 – 31 May 2018
Job Title: Accounts Payable Administrator
Duties:

· Capture invoices accurately 
· Ensure that invoices are properly authorised in accordance with levels of authority and allocate it to the correct supplier and general ledger accounts
· Accurate reconciliation of invoices against supplier statement
· Process invoices accurately in accounts payable and post batches
· Payment of invoices
· Sending remittance advises to suppliers after completion of the   payment run
· Filing of invoices after payment run 
· Prepare monthly reconciliations for creditors accounts against the age analysis
· Reconcile the general ledger and the creditors accounts on a monthly basis to ensure that accounts are correctly balanced 
· Follow up queries
· Updating of Cash Flow on a weekly basis
· Reconciling Bank Statement
· Ensuring staff expenses and incentives are submitted for authorisation 


Reference:

1. Rouchelle Campbell
Financial Manager
Treger Brands (Pty) Ltd
Telephone: 011 089 6050
E-mail: rouchellec@tregerbrands.co.za

2. Danny Lilian
Group Chief Financial Director
Treger Brands (Pty) Ltd
Telephone: 011 089 6057
E-mail: dannyl@tregerbrands.co.za























Work Experience 
Company: Sunpac (Pty) Ltd
Period:  1 November 2015 – 06 February 2018
Job Title: Accounts Payable Administrator.
Duties: 

· Capture invoices for the Group (make sure allocations and/or splits are correct).
· Unauthorised invoices to be approved authorised personnel before the 15th of each month.
· When approved invoices are attached against correct Purchase Orders.
· Purchase Orders are raised to correct G/L codes and they are signed/authorised by Divisional Managers or Directors.
· Goods Receipt Notes must be attached to invoice, delivery note and purchase order
· Captured all invoices once all documents have been approved/signed off.
· Resolving queries before the end of each month and/or before reconciling each account.
· Request statements from Supplier before reconciling account.
· Request invoices and statement from Value Logistics for month end billings
· Request invoices and statement from World Net Logistics.
· Work on Foreign shipments, i.e. match invoices against GRN. Notify Shipping Department if about any discrepancies.
· Capture all Local payments and Foreign payment on Syspro after release of payments.


Reference:

1. Mrs Lydia Lesele
Account Payable Supervisor/Bookkeeper
Sunpac (Pty) Ltd
Telephone: 011 445 3334 / 011 445 3300
E-mail: lydial@sunpac.co.za

2. Mr Craig Salit
Group Financial Director
Sunpac (Pty) Ltd
Telephone: 011 445 3300
E-mail: craigs@sunpac.co.za





















Company:  Monash South Africa
Period (Temporary):  12 June 2015 – 30 August 2015
Job Title: Accounts Payable Assistant
Duties:
· Capturing of creditors invoices on Accpac in Accounts Payable module
· Capturing of daily forex rate on Excel spreadsheet
· Capturing of daily forex payments details on forex payment Excel spreadsheet
· Capturing of Travel Counsellors invoices
· Collection payment from various departments
· Keeping recordings payment requisition of various departments 
· Collecting bank EFT payment batches from authorised signatories

References:
 
1. Mr Clive Newman
Finance Manager
Monash South Africa
Telephone: 011 950 4142 / 011 950 4000
E-mail: clive.newman@monash.edu

2. Mrs Gerda Bentley
Accounts Payable Manager
Monash South Africa
Telephone: 011 950 4144 / 011 950 4000
E-mail: gerda.bentley@monash.edu

Company:  Ince (Pty) Ltd
Period:       21 April 2010 – 26 June 2014
Job Title: Accounts Payable Administrator
Duties:
· Capture invoices accurately 
· Check the order is complete/receipted in full
· Check the quantity and value ordered matches the invoice quantity and value
· Check the supplier and supplier division has been allocated on the purchase order
· Check that the order is authorised and is in line with the Approval framework
· Accurate allocation and payment expenses
· Request outstanding invoices and statement from suppliers
· Capturing of supplier invoice and matching the invoices
· Monthly Creditors Reconciliation must completed and submitted for payment
· Working from Age Analysis and Ledger to reconcile accounts
· Follow up on queries with suppliers.
· Reconciling Bank Statements.
· Ensuring staff expenses and incentives are submitted for authorisation, 
· Work on Foreign shipments, i.e. match invoices against GRN. Notify Shipping Department about any discrepancies.
.
References:

1. Ms Margaret Gwala
Corporate Accounts Payable Manager
Ince (Pty) Ltd
Tel: 011 305 7376
E-mail: margaret.gwala@ince.co.za

2. Mr Hiran Megan
Financial Manager
Imperial Group
Tel: 072 388 9406

