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James Kiriungi Ndiritu 

P.O. Box: 403-20300 Ol-Kalou  
Cell Phone: 0722 559900 or 0733 559900 

Email: jkndiritu04@gmail.com  
 

 

Career objectives: 
 
To secure position in business development where my competencies and experiences can be harnessed & 
utilized. Towards this end I will appreciate being a part of a highly motivated team that can demonstrate 
team spirit in coordinating organizing financial strategies and effective implementation of financial policies. 
While in pursuit of these goals, my team spirit, leadership initiative, resourcefulness and integrity will be 
synergized with others to achieve and surpass line and individual targets. 
  
Bio data:       
Nationality : Kenyan 
Gender : Male 

Date of Birth : 13
th
 Jan 1984 

Marital Status : Married 

Religion : Christian 

 

Career and personal attributes 

 

Career attributes  
 Excellent organization, planning, analytical and monitoring skills.

 

 Capable of performing internal and external investigations of various business processes, 

internal controls and financial procedures.
 

 Knowledge of generally accepted accounting principles and a practical understanding of 

internal financial control.
 

 Attention to details in analyzing and interpreting financial information.
 

 Demonstrated strengths in financial management with a strong client service focus.
 

 

Personal attributes 

  
 Strong interpersonal skills with ability to work independently and a great team player.

 

 High ethical values and unquestionable integrity morals.
 

 Conceptual thinker with ability to wade through data and arrive at decisive conclusion.
 

 Excellent command of English language with written and verbal capacity.
 

 Open minded with ability to learn in a dynamic environment and demonstrated ambition to succeed.
 

 Strong communication skills and proficiency in computer applications.
 

 Ability to work under pressure, prioritize work and meet tight deadlines.
 

 Strong leadership, motivation and managerial skills.
 

 

Working Experience 

1. July 2019 to date -: Worked as a Senior Accountant with FEP Sacco Society Ltd. 

  Duties allocated. 

 Preparation and presentation of annual revenue and capital budgets. 

 Analyzing market and competitors trends for cost management efficiency. 

 Managing Sacco financial accounting and monitoring systems. 

 Acting as the contact and link person between the society and internal/external auditors. 



 Giving a cost benefit analysis on external borrowing for board of directors’ approval. 

 Ensuring the society assets and liabilities are recorded correctly and safeguarded. 

 Keeping and managing debtors and creditors records. 

 Implementation and review of the society’s financial accounting policies and procedures. 

 Ensuring adequate budgetary controls are in place. 

 Ensuring that accounts and reconciliation are done on a monthly basis and adherence to specific 

deadlines. 

 Preparation of society final accounts, trial balance, balance sheet. 

 Any other lawful duties that may be assigned from time to time. 

 

2. Feb 2019 to June 2019 -: Worked as a Team Leader with Indo Africa Finance Ltd- Log book 

loans and invoice discounting. 

  Duties allocated. 

 Supporting marketing initiatives and provide regular feedback on products performance. 

 Identifying and building new business ventures, recruiting new clients and identifying future 

opportunities for impact across the business. 

 Follow up with credit risk department and other support units to ensure timely approval and 

disbursement of facilities. 

 Attending to high-value clients, contact the client immediately in the event of non-payment of a loan 

installment, and, if not resolved, take subsequent actions to recover credit in arrears according 

company policy. 

 Formulating and implementing branch business plans, forecasts and budgets and supervising 

periodic reviews. 

 Overseeing the recruitment, hiring, training, coaching and retention of sales agents. 

 In-charge of keeping the team focused and on track by facilitating meetings and forums where 

performance and objectives of the sales department can be discussed. 

 Building and maintain strong, long-lasting customer relationships 

 Communicating clearly the progress of monthly/quarterly initiatives to internal and external 

stakeholders 

 Maintaining and developing existing business relationship as well as refining the current relationship 

model. 

 Motivating fellow employees to bring more efficiency and quality in work. 

 

3. June 2018 to Jan 2019-: Worked as a Branch Manager with Mwananchi Credit Limited  

 

  Duties allocated. 

 Ensuring that credit is administered as per the laid out credit guidelines, monitor and make decisions 

on challenging or complex accounts and carry out loan appraisals. 

 Reviewing and reporting performance on a daily basis  with reference to the set  targets as per the 

budget projections and investigating the variances in performance 

 Supervising, motivating and developing staff members on company policies, procedures and loan 

products for an outstanding customer relations and high sales. 

 Putting checks and controls over adherence to the company’s ethics, policies and procedures. 

 Enhancing controls by ensuring that the branch books and records are reconciled and kept properly, 

providing timely and accurate reports and returns, preparing budget plans and ensuring that any 

budgetary irregularities are corrected. 

 Prepare and implement the branch marketing strategies and plans, identify and pursue areas of 

profitable business, develop annual targets that the branch must achieve with respect to business 

development. 

 Planning, organizing, leading, administering and controlling all the operations of the branch and 

ensure that branch assets are held in safe custody by ensuring that all procedures are correctly and 

consistently followed. 



 Handling customers complaints, suggestions and recommendations for a wow customer 

experience 

Achievements: 

 

 I was able to increase customer retention and branch growth through aggressive cross selling of the 

company financial products, and thereby promote an optimum build-up of revenue line. 

 I was able to monitor and implement compliance to the credit risk frame work through 

comprehensive loan appraisal and monitoring, aggressive follow ups on defaulters and proactively 

managing borrowers. 

 I was able to maintain loan portfolio quality within acceptable levels in line with the credit policies 

and business goals. 

 I was able to monitor and manage costs and operating expenses at the branch by guaranteeing 

optimum utilization of resources. 

 I was able to build, develop and motivate a high performance team committed to achieving success 

by coaching, mentoring and evaluating the branch staff.  

 

4. Oct 2015 to Dec 2015-: Worked as the Head of Operations with Financial Access Commerce and 

Trade Services (Kenya) Ltd 

Duties allocated. 
 Steering the business unit to a high-level performance through proper supervision and maintenance 

of a health portfolio.
 

 Provide leadership on the day to day operations of the business while maintaining focus on 

business strategic goals.
 

 Maintaining and developing reputation towards customers, staffs, supplies, partners and investors.
 

 Responsible for leading a dynamic and diverse team responsible for delivering measurable 

cost-effective results.
 

 Carrying out a market competitor analysis and gathering market intelligence to inform on 

business decisions.
 

 Manage allocated expenses budget.
 

 Ensuring that the debtors aging report is accurate through timely and accurate allocation of 

payments against invoices.
 

 Supervise, develop, motivate employees at the branch and give regular feedback to the team.
 

 Ensuring that customer credit is managed as per company policy and budgeted debtor’s days 

are achieved through timely collection of overdue accounts.
 

 

5. March 2011 to March 2015 worked as an Operations Manager with Kenya Women Microfinance 

Bank.  

    Duties allocated. 

 Performing all duties associated with being a bank signatory. 

 Providing consistent quality customer service to both internal and external customers. 

 Ensuring that all revenue due to the bank from facility fees, ledger fees, standing order fees and 

all other bank charges are collected and there is no income leakage. 

 Ensuring adherence to policies and procedures as per documented operating standards including 

compliance with AML/KYC guidelines, corporate governance and operational security control. 

 Carrying out proper vetting and assessment of loans application for credit committee approvals. 

 Taking a lead role in preparation and review of budgets and ensuring that financial reports are 

prepared accurately and in a timely manner. 

 Directing all operational aspects of the branch to include distribution operations, customer 

service, human resources, administration and sales in a manner that supports reaching the 

profitability goals. 

 Managing operational risks and ensuring compliance with CBK requirement and other regulatory 

authorities. 



 Planning, organizing and controlling of day to day bank’s activities in consistence with the goals, 

objectives and policies of the institution. 

 Ensuring proper cash management within the branch and maintaining sufficient cash reserves for 

daily transactions. 

 Conducting training, coaching, development and motivation to members of staff to enhance 

maximum talent utilization and capacity development. 

 Facilitating monthly staff meetings to resolve any issues arising and improve on inter-

departmental efficiency. 

Achievements: 
 Ensured a continuous achievement of the bank’s financial and operating goals in line with the 

statutory-legal framework.
 

 Demonstrated ability build and deepen relationship with existing and new clients hence 

increasing revenue channels for the branch.
 

 Demonstrated ability effectively manage branch operational risk & compliance aspects 

through adherence to a strict code of policies and procedures.
 

 Demonstrated ability ensure customer relations was maintained well, facilitated growth in the 

number of customers, reduce complaints and retained the existing customers
 

 Managed the branch risk through identification of weaknesses in the operations procedures while 

ensuring implementation of appropriate mitigating measures to minimize risks.
 

 I was actively involved in assisting general managers in developing branch and organizational 

objectives, and in formulating policies and budgets 
 

6. Jan 2010 to Feb 2011 worked as a Cash Officer with Kenya Women 

Microfinance Bank. 

    Duties allocated.  
 Making interactive sales presentations through interacting with potential clients and 

follow up on relevant market leads for customer trend tracking and feedback.
 

 Negotiating prices quotations, margins and product evaluation measures with the 

customers/clients and achieving consensus targets.
 

 Offering financial and business advisory services to the new individual customers, sme clients 

and corporate borrowers.
 

 Servicing and reconciliation of the atm machine report.
 

 Performing daily reconciliation of cash receipts and other payments.
 

 Ensuring a first-class standard of customer service and ensuring all customer queries are 

handled appropriately and professionally.
 

 Resolving problems or discrepancies concerning customers' accounts.
 

 Receiving, paying and reconciliation of cash, suspense accounts and cheques. 

7. Aug 2008 to Jan 2010 worked as an Assistant Accountant with Kenya Women Microfinance Bank. 

 

Duties allocated. 
 Preparation of bank reconciliation statement.

 

 Credit appraisal and loan application analysis.
 

 Co-ordination of financial planning, budgeting and budgetary control
 

 Preparation and maintenance of creditors account.
 

 Conducting quarterly stationery stock count.
 

 Loan form verification and processing.
 

 Data posting to the accounting software {T24}.
 

 Branch cost control and petty cash processing.
 

 Preparation of management financial reports 
 Implementation of financial and accounting policies.

 

 



8. Jan 2007 to Aug 2007 worked as Assistant Accountant with Mukuyu Mobile Technologies Ltd. 
(Safaricom dealer) 

 

Duties allocated:  
 Timely and accurate preparation of stock reports

 

 Preparation of monthly bank reconciliation statements.
 

     Operation and maintenance of M-pesa float.
 

     Preparation of monthly statutory deduction (V.A.T., N.S.S.F., N.H.I.F.)
 

      Developing a good budget planning, control and evaluation tool to enhance achievement of 

monthly sales target set by Safaricom Ltd.
 

 

Achievements:  
 Facilitated and chaired staff committee that analyzed customers need and offered meaningful 

solutions.
 

 Development of sound accounting and financial management system aimed at improving 

financial performance.
 

 Ability to get along with senior peers and subordinates staffs.
 

 
 

Academic Background 

Bachelor of Business Administration:  

 

Sept 2009 to July 2012-: Successfully obtained a degree in bachelor of business administration (finance 

and accounting option) at Kenya Methodist University obtaining second class honors (upper division). 

 

Certificate in banking 
2010 –Successfully obtained a certificate in banking at Kenya school of monetary studies. 

 

Professional Training 

     Certified Public Accountant (C.P.A.) 
 

Period 
2022: In pursuit of C.P.A. part 3 (section 6) 

 

Jan 2009 – June 2009: Trained as an accountant as a private student.  
Successfully passed C.P.A. part 3(section 5) 
 
Jan 2006-Dec 2006: Trained as an accountant at Mwangaza Bishop Ndingi College-
Nakuru. Successfully passed C.P.A. Part 2(section 3&4) 

 

Jan 2005-Dec 2005: Trained as an accountant at Miles training college. 

Successfully passed C.P.A. part1 (section 1&2) 

 

Education Background      

Period   Institution Qualifications          
1999-2003   Ndururumo high school K.C.S.E. (B Plain) 
1991-1998   Nyahururu primary school K.C.P.E.(478Marks) 

Other leadership position:                
Youth leader in the local church. 
 

Expected salary 
 
Negotiable 



 

Interests:  
 Travelling & making new friends.

 

 Participating in development project/humanitarian activities aimed at alleviating of human suffering.
 

 Reading & researching on accounting and mathematical problems
 

 

Referees 
                                                                                                                                                                                                                             

1. Dr.Jackson Wanjau. 

Chief Executive Officer.  
FEP Sacco Society Ltd. 

P.O. Box 72367-00200, Nairobi. 

Email: jwanjau2010@gmail.com  
Cell phone: 0727 667688 

 

2.Shadrack Mutunga  

General Manager. 

Indo Africa Finance Ltd 
P.O. Box 21934-00505. 

Nairobi, Kenya. 

Email: shadmuisyo@gmail.com 

Cell phone: 0721 867 668 

 
3. David Njagi. 

Branch Manager. 

Kenya Women Microfinance Bank. 

P.O. Box 581-20200 

Email: Tedanjagi@gmail.com 

Cell Phone; 0721 29 5751 
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