CURRICULUM VITAE

For: Lucy Govo

PERSONAL INFORMATION
Surname		: Govo
First Names		: Lucy
Gender			: Female
Date of Birth		: 29 January 1973
Languages		: English/Zulu/Ndebele/Shona


CONTACT DETAILS
Cell Number		: +27 78 980 3264
Email Address		: lucygovoh@gmail.com
Physical Address	: No 55 Forest Street, Turffontein, Johannesburg, 2190

CAREER OBJECTIVES
1. To work for an organisation that demands high standards and continuous improvement.
2. To explore and broaden my accounting and social working skills, enhance my ability to add value, making myself an ultimate performance person. 

PROFESSIONAL QUALIFICATIONS
· Certificate in Bookkeeping and Accounting – Pitman London	2007
· Accounting - Southern African Association of Accountants	2005
· Certificate in Vehicle Registration and Licencing 		2006
· Receptionist Certificate – Speciss College  			2008
In house training in Occupational Health Safety and Environmental 
ACADEMIC QUALIFICATION
GCE Ordinary level - University of Cambridge  			1991
COMPUTER LITERACY
▪ Microsoft Office; -Word, -Excel, -Outlook ▪ Internet & E-mail

WORKING EXPERIENCE
I have 5 years of progressive accounting and administration experience. 
Previous Position: Admin assistant /cashier (February 2015- 10 June 2019)
Name of company: CSM Accounting - Edenvale
Responsibilities:
· Debtors follow up (Updating cashbook and Ledger control).
· Data handling.  (Updating Customers database.)
· Making invoices and sending them to clients.
· Making payments using point of sale.
· Updating VAT forms.
· Reception duties (making and answering calls; typing, welcoming visitors)
Previous Position: Rental Administrator (3 months contract) 
Name of company: Interciti Real Estate (Randburg)
Responsibilities
· Answering and Making calls
· Debtors follow up
· Typing
· Dealing with queries
· Updating Customers database
· Looking for quotations from suppliers

FIVE STAR CARRIERS - Port Elizabeth 
Position held  		: Receptionist
Period  			: February 2009 to 30 October 2010 
Responsibilities
· Answering and Making calls
· Attending to visitors
· Receipting
· Typing
· Sorting incoming and outgoing mail
· Filing. 

RUNDE RURAL DISTRICT COUNCIL
Position Held		: Bookkeeper
Period 			: June 2003 to 31December 2008
Responsibilities
- Supervision of staff in the department.
- Assisting in preparation of annual budgets and deciding best approach in maintenance of revenue sources adding measurable value and in particular, possibility of using other specialist services.
- Carrying periodic analysis assisting in annual audits ensuring that an effective back up service is available.
- Monitoring data capturing, updating cashbooks, ledger cards, petty cash and confirmation.
- Facilitating payment of creditors, attending debtors queries, debtors follow up and banking.
- Assisting in preparing cash flow statements, bank reconciliation statement and monthly reports.
 Outdoor Duties
- Facilitating all local government community service programmes.
- Planning pilot projects and securing authorities approval and support as well as purchase of program materials like stationery, foodstuffs and paying participants.
- Facilitating UNICEF and drought relief programmes.
- Co-ordinating HIV and AIDS community based programmes, setting up advisory groups, building awareness, giving them support and setting up training needs.
- Programme monitoring, analysis, interpretation and evaluation.
- Disbursing funds and materials to disadvantaged beneficiaries and acquittal of programme funds. 
REFEREES
1. Roland White 		Finance Director - CSM Accounting
	Cell			: 083 789 2257
2. Interciti Real Estates
Tel			062785 0349


INTERESTS AND HOBBIES
Reading, Magazines and Socialising. 

