ANTHONY JACOB ANAYOCHUKWU
Contact Address: 8, RAJI CLOSE, ALAGBOLE

AKUTE, LAGOS STATE, NIGERIA.

E- mail: tonyanayochukwu.lighthouse@gmail.com
Mobile: 09066318249, 09098590144.
CAREER OBJECTIVE: To work in well structure and reputable organization that allows for optimum performance where my skills and talents will be optimally engaged, contribute immeasurable to growth of the organization, thereby improving already acquired skills to meet future challenges 

PERSONAL DATA:

Marital status:


Single

Sex:



Male

State of Origin:

               Enugu State
Home Town:


Mgbidi
Date of Birth:


18th March 1985.

Place of Birth


Erin Ijesha, Osun State
Religion:


Christianity 

Language Spoken:

English, Igbo and Yoruba.

Nationality:


Nigerian.

WORK EXPERIENCES: 

Organization:
      LIGHTHOUSE ELECTRONICS LTD, LAGOS.
PERIOD:
                 SEPT.2014 to DATE
POSITION:                      ACCOUNT OFFICER 
RESPONSIBILITIES:

· -POSTING OF PURCHASING INVOICES.
· -INITIATE AND COMPLETE CREATION OF ACCOUNT FOR NEW VENDOR AND STOCKS.
· MANAGE FUND FLOW DAILY.
· MANAGE PAYMENT CONTROLS.
· - PROCESSING AND SEEKING APPROVAL FOR PAYMENT OF DUE VENDORS INVOICES.
· UPDATE SUPLIERS (VENDORS) FILE AND CODING.
· -WRITING AND GIVING OUT CHEQUE TO SUPPLIERS/REGISTERING OUT-GOING CHEQUES.
· -PREPARATION OF INVOICES FOR TAX AUTHORITY(FIRS)
· -COMPUTATION OF MONTHLY VALUE ADDED TAX (VAT), WITHOLDING TAX (WHT).
· ENSURING STATUTORY DEDUCTIONS REMITTANCE AND COMPLIANCE BY BRANCHES.
· - PREPARATION OF STAFF PAYROLL, PAYE, PENSION AND REMITTANCE TO RESPECTIVE STATE INTERNAL REVENUE/ PENSION ADMINISTRATOR.
· ENSURING ELECTRONICS INVENTORIES LEDGERS ARE UPDATED
·  MONTHLY BANK RECONCILIATION 

· PRESENTATION OF PRODUCTS PERFORMANCES REPORT TO THE MANAGEMENT.
· PREPARATION OF MONTHLY RECEIVABLE (DEBTORS) REPORT AND AGES TO MANAGEMENT.
· COMPUTATIONS OF CUSTOMERS PENDING COMPLAINTS WEEKLY REPORTS.
· MONTHLY HEAD OFFICE /BRANCHES STOCK TAKING.
Organization:             AMSEL LIMITED, ISOLO, LAGOS.  
Period:                               November 2012 to September 2014            
POSITION:
                        ACCOUNT OFFICER           
RESPONSIBILITIES:

· POSTING OF PURCHASING INVOICES
· PREPARATION OF SALES AND PRODUCTS  STATISTICS
· PREPARATION OF SALES EXECUTIVE MONTHLY TARGETED COMMISSION
· PASSING CREDIT/DEBIT NOTE TO CREDITORS/DEBTORS ACCOUNT WHERE APPLICABLE
· PREPARATION OF STAFF PAYROLL
· COMPUTATION OF PAYE AND REMITTANCE TO LIRS
· -PREPARATION OF INVOICES FOR TAX AUTHORITY(FIRS)
· -COMPUTATION OF MONTHLY VALUE ADDED TAX AND FILLING OF RETURNS TO FIRS
· -PARTICIPATING IN MONTHLY STOCK TAKING
· BANK RECONCILIATION
Organization:         BESTLINK INT’L ELECTR LTD, LAGOS
Period:                                MARCH 2011 to October 2012

Position:                          BOOKKEEPER (ABUJA BRANCH)

RESPONSIBILITIES:
1. POSTING OF PURCHASING INVOICES INTO SAGE 50(PEACHTREE) ACCOUNTING SOFTWARE
2. COSTING OF PURCHASE ITEMS(STOCKS) IN ORDER TO DETERMINE SELLING PRICE
3. CLOSING OF SALES BOOK AT END OF BUSINESS DAY TRANSACTIONS BY MAKING SURE ALL SALES INVOICES ARE ENTERED IN SALES BOOK AND EVERY CASH COLLECTED ARE RECEIPTED 
4. COUNTING OF DAILY CASH TO ENSURE IT TALLIES WITH BOOK FIGURE
5. OVERSEE OF BRANCH ADMINISTRATIONS TO ENSURE SMOOTH OPERATIONS
6. TAKING MINUTES OF BRANCH MEETING(MANAGING DIRECTOR AND APPRENTICE BOYS) AND MAKING FLIGHT ARRANGEMENT FOR  MANAGING DIRECTOR, EXECUTIVE DIRECTOR AND CHAIRMAN 
Organization:    GARKI HOPSITAL, ABUJA
       Period:                                         February 2008 to December 2010.

 RESPONSIBILITIES:
 PETTY CASHIER                                                            JAN 2010 –DEC. 2010                   

· Maintain office petty cash. 
· Ensure proper and official signatory on payment request before payment is made.
· Writing of cheques and payment vouchers for cheques payment.
· Oversee the refund to patients’ upon discharged, and ensure staff claims and advances are correct before payment.
· Cash and Banking Transactions.
· Posting of cheques and vouchers into computer.
· Registering incoming and outgoing cheques. 
· Reconciliation of bank statement and cash book. 
 CASH OFFICER                                                          JAN.2009-DEC.2009                    

· Receiving money from in-patients / walk in-patients / outpatients.
· Issuing receipt in return electronically through Sage 50 (Peachtree Accounting software)
· Analysing cash received on cash analysis sheet when Peachtree server is down.
BILLING OFFICER                                                             FEB.2008-DEC.2008

· Collection of data from wards, updating patients’ accounts daily through use of ledger cards and posting them into computer.

· Calculate in-patients’ bills upon discharged and issue such patient’s invoices electronically for payment.

· Tracking of Payment and Collection of bills.

· Generating and submission of monthly internal generating revenue (IGR) report to Accountant through Head of Billing Department.

EDUCATIONS, QUALIFICATIONS AND DATES
· Universal College of Technology, Ile Ife, Osun State

                National Diploma in Accountancy               
       2006
* Information Professional Technology Limited

       Certificate in Spreadsheet.                                                         2006

*Highpoint Ibadan City Computer Academy

         Diploma in Computer Appreciation.                                     2003
· Erin Community Grammar school, Erin Ijesa, Osun State

                       West African Senior School Certificate                  2001
CORE SKILLS A-Book keeping, B-Timeliness reports, C-Numeric Skills, D-Ability to manage Cash, E-Speed F-Promptness in carrying out assignments, G-Correctness of data entries, H-Acct Reconciliation-I-Knowledge of accounting software: Sage 50(Peachtree), Tally ERP 9, Fusion Retails J-Account Payable and Receivable
GENERIC SKILLS  A-Customer Orientation, B-Adaptability-C-Result Oriented, D-Resilience-E-Smartness, F-Detailed, G-Goal Orientation, H-Quality Orientation
INTEREST: Meeting people, Travelling, Researching and Investigating

REFEREES:Available on Request
