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CURRICULUM VITAE 
 

CHARLES MAINA MWANGI. 

P.O BOX 408-40200, 

KISII. 

 

MOBILE: +254-721-789-657 

EMAIL:cmm.maina@gmail.com. 

 

PERSONAL DETAILS. 

 

                        DATE OF BIRTH: 17-03-1984 

                        SEX: MALE 

                        MARITAL STATUS: MARRIED 

                        NATIONALITY: KENYAN. 

                        RELIGION: CHRISTIAN 

                        ID.NO.23453556 

    LANGUAGES SPOKEN: ENGLISH& KISWAHILI  

 

CAREER OBJECTIVE. 

To work in a reputable organization offering me a chance to develop my career 

and help in achieving the organization’s mission and vision. 
 

EDUCATION BACKGROUND 
 

YEAR INSTITUTION QUALIFICATION 

2015- 2017 PRIVATE STUDY CERTIFIED PUBLIC 

SECRETARY (C.S)  

 

2011-2014 KISII UNIVERSITY MASTER IN BUSINESS 

ADMINSTRATION (M.B.A) 

IN FINANCE OPTION 

2005-2008 EGERTON UNIVERSITY DEGREE IN BACHELOR OF 

BUSINESS AND 

MANAGEMENT 

ACCOUNTING OPTION 

(SECOND CLASS UPPER 

HONORS) 

2005-2008 PRIVATE STUDY CERTIFIED PUBLIC 

ACCOUNTANT (C.P.A) (K) 
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I.C.P.A.K REG.NO.13211 

2003-2004 P.N.L COMPUTERS COMPUTER PACKAGES 

-INTRODUCTION TO 

COMPUTERS 

-M.S EXCEL 

-M.S ACCESS 

-POWER POINT 

-ADOBE PAGE MAKER 

 

1999-2002 UTUMISHI ACADEMY HIGH 

SCHOOL 

K.C.SE MEAN GRADE B+ 

1989-1998 ST.JOSEPH PRY.SCHOOL K.C.P.E 465 MARKS 

 

 

WORK EXPERIENCE.  

 

2010- TO DATE KENYA INSITITUTE OF 

MANAGEMENT 

PART TIME LECTURER IN 

ACCOUNTING AND 

FINANCE 

 

MARCH 2017 –TO DATE KISII UNIVERSITY FINANCE OFFICER 

   

MAIN RESPONSIBLITIES AND DUTIES 

 IN-CHARGE OF THE DEPARTMENT. 

 RESPONSIBLE FOR EFFECTIVE CO-ORDINATION AND IMPLEMENTATION OF ALL 

FINANCIAL POLICIES. 

 RESPONSIBLE FOR ADHERENCE TO THE INTERNATIONAL FINANCIAL 

REPORTING STANDARDS 

 LIAISING WITH GOVERNMENT AND OTHER AGENCIES ON ALL UNIVERSITY 

FINANCIAL MATTERS. 

 IN-CHARGE OF FINANCIAL AND PERSONNEL MATTERS IN THE DEPARTMENT 

 RESPONSIBLE FOR THE COORDINATION AND GENERATION OF FINANCIAL 

REPORTS 

 RESPONSIBLE FOR COMPLIANCE WITH ALL RELEVANT LAWS ON FINANCIAL 

MATTERS. 

 ENSURE THE MAINTENANCE OF EFFECTIVE ACCOUNTING SYSTEMS IN THE 

UNIVERSITY IN LINE WITH THE GENERALLY ACCEPTED ACCOUNTING 

PRINCIPLES (GAAP). 

 RESPONSIBLE FOR FORMULATION AND IMPLEMENTATION OF THE 

DEPARTMENTAL STRATEGIC PLAN. 

 SUBMISSION OF THE UNIVERSITY BUDGET TO THE UNIVERSITY COUNCIL AND 

THE GOVERNMENT. 

 RESPONSIBLE FOR THE SUBMISSION OF THE UNIVERSITY END OF YEAR 

FINANCIAL STATEMENTS AND ACCOUNTS TO UNIVERSITY COUNCIL AND 

OFFICE OF THE AUDITOR GENERAL. 

 ADVICE UNIVERSITY MANAGEMENT BOARD AND COUNCIL ON ALL FINANCIAL 

MATTERS. 
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JANUARY 2014 –MARCH 

2017 

KISII UNIVERSITY ACCOUNTANT (1) 

   

MAIN RESPONSIBLITIES AND DUTIES 

 SUPERVISION OF STAFF WORKING IN VARIOUS SECTIONS I.E ACCOUNTS 

PAYABLES, ACCOUNTS RECEIVABLES, ASSET MANAGEMENT, CASH OFFICE AND 

CASH BOOK, RECONCILIATION ETC 

 ENSURING THAT ALL INTERNAL CONTROL PROCEDURES ARE FOLLOWED 

 PREPARATION OF THE UNIVERSITY FINANCIAL STATEMENTS 

 LIAISING WITH EXTERNAL AUDITORS IN ALL MATTERS RELATING TO THE 

EXTERNAL AUDIT 

 PREPARATION OF THE ANNUAL BUDGET IN CONSULTATION WITH THE BUDGET 

COMMITTEE FOR ONWARD FORWARDING TO THE TREASURY AND THE LINE 

MINISTRY. 

 PRESENTATION OF BUDGET TO THE COUNCIL AND THE GOVERNMENT. 

 

                                                                                                  

 

AUGUST 2009-JANUARY 

2014 

KISII UNIVERSITY ASSISTANT ACCOUNTANT  

   

MAIN RESPONSIBLITIES AND DUTIES 

 

 MAINTAINING OF CAPITAL DEVELOPMENT REGISTERS RELATING TO ALL 

PROJECTS. 

 MAINTAINING OF UNIVERSITY CASH BOOKS IE ENSURING THAT TRANSACTIONS 

ARE POSTED ON DAILY BASIS. 

 DOING BANK RECONCILIATION 

 MAINTAINING OF VAT AND INCOME TAX REGISTER AND ENSURING THAT 

RETURNS TO K.RA  ARE DONE ON GOOD TIME TO AVOID PENALTIES 

 HANDLING ALL QUERIES RELATING TO CREDITORS. 

 EXAMINING AND PASSING OF ALL PAYMENT VOUCHER 

 

SEPT 2008 –JULY 2009 HILTON HOTEL NAIROBI ASSISTANT NIGHT 

AUDITOR 

   

MAIN RESPONSIBLITIES AND DUTIES 

 ENSURING THAT THE LAID DOWN INTERNAL CONTROL PROCEDURES ARE 

FOLLOWED. 

 PREPARATION OF THE CASH SUMMARY FOR THE DAY 

 ENSURING THAT ALL BILLS ARE CLOSED AND BACKUPS ATTACHED. 

 PREPARATION OF THE REVENUE AND COST SUMMARY FOR THE DAY. 

 ENSURE THAT ALL BILLS ARE SIGNED BY THE GUESTS OR PERSON 

RESPONSIBLE FOR PAYMENT. 

 CHECKING WHETHER TOTAL REVENUE IN MICROS SYSTEM BALANCES WITH 

TOTAL SALES IN THE FIDELIO SYSTEM. 

 ANALYSIS OF THE CREDIT CARD PAYMENT FOR THE DAY 
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JULY 2008 –SEPT 2008 HILTON HOTEL ASSISTANT CREDIT 

CONTROL 

   

MAIN RESPONSIBLITIES AND DUTIES 

 INVOICING CORPORATE CLIENTS. 

 RECEIVING AND RECORDING CHEQUES. 

 RECONCILIATION OF CLIENTS ACCOUNTS  

 PREPARATION OF CLIENTS MONTHLY STATEMENTS. 

 ASSISTING THE CREDIT MANAGER IN FORMULATING CREDIT POLICIES. 

 MONITORING AND FOLLOWING UP ON THE DEBTORS 

 

     

JULY 2007 –SEPT 2007 E.A.B.S BANK. ACCOUNTS INTERN 

   

MAIN RESPONSIBLITIES AND DUTIES 

 PREPARATION OF CENTRAL BANK RECONCILIATION STATEMENT. 

 HANDLING CHEQUE CLEARING 

 CUSTOMER CARE HANDLING 

 FILING OF DOCUMENT. 

 

 

 

 

 

PROFFESSIONAL MEMBERSHIP. 

 

MEMBER       - INSITUTE OF CERTIFIED PUBLIC ACCOUNTANTS (ICPAK)   

                          MEMBERSHIP NO:13211                 

 

ASSOCIATE MEMBER -KENYA INSITUTE OF MANAGEMENT (K.I.M) 

  

 

PROFILE 
A VERY GOOD INDIVIDUAL WITH: 

 GOOD INTERPERSONAL SKILLS, EXCELLENT COMMUNICATION SKILLS, 

IN SPOKEN AND WRITTEN ENGLISH AND KISWAHILI.   

 ABILITY TO THINK STRATEGICALLY, EXERCISE SOUND JUDGMENT AND 

WORK WELL UNDER PRESSURE. 

 VERY HIGH ACHIEVER HIGHLY INNOVATIVE AND ABLE TO WORK WITH 

OTHERS AS TEAM WORK. 

 CARING, FRIENDLY, PATIENT AND OUTGOING. 
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AMBITION. 
 TO PURSUE A DOCTORATE DEGREE IN FINANCIAL MANAGEMENT. 

 TO WORK IN A DYNAMIC ENVIRONMENT WHERE EXCELLENCE AND 

CREATIVITY IS ENCOURAGED. 

 TO BE INVOLVED IN COMMUNITY BASED PROJECTS ON CHARITY WORK 

AND THE LESS FORTUNATE IN SOCIETY 

HOBBIES.       
 VOLLEY BALL, READING BUSINESS MAGAZINES, LISTENING TO MUSIC,     

  MAKING NEW FRIENDS AND  TEAM WORK. 

   

REFEREES: 
 

1. MR.FRANCIS MAMATI 

SENIOR LECTURER KISII UNIV. 

KISII UNIVERSITY  

P.O BOX, 408 KISII. 

CELL.0722-375-302 

2. MR.DENNIS MUTHOKA. 

CEDIT MANAGER 

SAROVA PANAFRIC. 

      P.O BOX 30624, NAIROBI 

      CELL.0722-495-803 

 

3. MR. JOHN NJOROGE 

OFFICE OF THE AUDITOR GENERAL 

TEL.NO.0722-491-737 

                                                               

 


