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	Personal information


	Name
	
	[ Nardos Alemayehu Gebeyehu]

	Address
	
	[ Bole sub city, Addis Ababa, Ethiopia]

	Cell Phone
	
	+251941131852

	
	
	

	E-mail
	
	[lovebenar2006@gmail.com]

	Nationality
	
	Ethiopian


	Date of birth
	
	[06, May 1990]


	Work experience


	• Dates (from – to)
	
	 [From Sep 2020 up to Current]
( From May 24,2021-Feb 23,2022)

	• Name and address of employer
	
	Jhpiego (Johns Hopkins Program for International Education in Gynecology and Obstetrics)
Ethiopian, Addis Ababa

	• Type of business or sector
	
	USAID Project /Health Workforce Improvement Program (HWIP)

	• Occupation or position held


	
	Finance Officer / Acting Finance Manager

	Main Activities and responsibility

• Dates (from – to)

 [From Sep 2020 Current]

• Name and address of employer

Jhpiego.

• Type of business or sector

USAID Project

• Occupation or position held

Finance Officer 

Main Activities and responsibility

• 
	
	· As of Acting Finance Manager (From May 24,2021-Feb 23, 2022 )

- Providing financial reports and interpreting financial information to managerial staff while recommending further courses of action

-Review of QuickBooks monthly financial reports, conduct bank reconciliation and perform monthly closing processes and send necessary financial package to HQ.
-Review sub grantees budget and settlement documents to post in QBE   

-Review existing internal control systems to ensure financial integrity at all times; identify weaknesses and recommend corrective actions as per the GAAPs and Jhpiego’s financial Procedures
. Prepare staff severance and termination payment.
- Participate in Purchase commit and give a guideline toward the policy. 

- Follow up the Tax liability is paid on time. 
-Provide supervision, guidance and mentorship of staff and ensure team spirit within the finance and Operation teams. Also work with other program unit’s departments to ensure optimum support and linkages. Train and mentor the finance and operation, program staff as needed.

-Work closely with senior management of the country office to ensure optimal support and advice on financial and administrative matters as required. 

-Prepare financial reports to donors like USAID, GIZ, CDC, ARC (Bill and Melinda gates foundation), Save the children among others as required
- Review Sub grantees financial document and regional office financial statement 

· As of Finance Officer
 Prepare payments based up on the allocation given in correct amount with complete supporting document.

- Work closely with Grant department and program team to give awareness in financial related procedures.
-Assist with Service monitoring and setting of performance targets and outcomes

-Assist to follow up budget tracking.
Follow up the sub grant expense and advance settlement 

- Assist travelers in the preparation of travel advance and settlement.

Check quarterly managements accounts and highlight/identify any variances 

 Assist with Service monitoring and setting of performance targets and outcomes

- Maintain the record of financial transactions in Quick books with accurate amount and correct account code/task codes and bank reconciliation.

- Responsible for bank related task and prepare staff payroll and follow up time sheet every month.

- Responsible for monthly submission of VAT reimbursement request to USAID.

- Keep track of invoice for vendors and partners. 

- Work closely with grant in any financial related task. 

- Estimate and establish cost parameters and budgets forecasting with grant Officer for USAID, CDC, ARC (Bill and Melinda gates foundation), SSISO projects.
- Create and maintain good relationships with vendors/suppliers.

- Assist the FD in internal and external audit preparation.

July 2020–Sep 2020
MILLENNIUM DPI PARTNERS, LLC

USAID Justice activities in Ethiopia Feteh’s activities
Finance specialist
- Analyze financial data to identify our company’s financial status

-  Prepare budget reports and prepare monthly financial report with Excel format
- Participate in regular audits and recommend corrective financial action plans

-  Design and review fiscal policies

-  Advise our senior management team on financial planning 

- Collaborate with procurement to review any constantly and sub-contractor’s agreement with in budget revision  

- Responsible for monthly submission of VAT reimbursement request to USAID.
-  Create forecast models based on current and past financial results

- Maintain confidential files for payroll and related tax documents to evidence Feteh’s compliance with the applicable tax laws;


	 Dates (from – to)
	
	 [From Nov 2018 –July 2020]

	• Name and address of employer
	
	Social Impact Inc.

	• Type of business or sector
	
	USAID Project

	• Occupation or position held

	
	Finance Officer 

	Main Activités and responsabilité
• Dates (from – to)
	
	- Prepare payments in correct amount with complete supporting document.

- Prepare and pay tax liabilities on time and in accordance local law.

- Assist travelers in the preparation of travel advance and settlement.

- Maintain the record of financial transactions in Quick books with accurate amount and correct account code/task codes and bank reconciliation.

- Responsible for bank related task and prepare staff payroll and follow up time sheet every month.

- Responsible for monthly submission of VAT reimbursement request to USAID.

- Keep track of invoice and POP for vendors and partners. 

- Work closely with operation team in procurement procedures. 

- Estimate and establish cost parameters and budgets for purchases.

- Create and maintain good relationships with vendors/suppliers.

- Maintain records of purchases, pricing, and other important data.

- Review and analyze all vendors/suppliers, supply, and price options.

- Develop plans for purchasing equipment, services, and supplies.

- Assist the FD in internal and external audit preparation.

- Assist in the preparation of monthly cash projections.

[From Dec 2014 -Nov 2018]



	• Name and address of employer
	
	Christian Children Fund of Canada  Current Name( Child believe)

	• Type of business or sector
	
	INGO

	• Occupation or position held

• Main activities and responsibilities

• Dates (from – to)
	
	Finance and Admin Assistant 

- Engaged in that books of accounts are maintained, check, receipts and other financial documents are kept properly and that they are safeguarded against misuse.

 - Follows up and prepared tax, pension payments, and income tax monthly and vendors -- payments and collections are handled on time.

Assis Audit Assessment and check fixed assets register for Audit.  

Collects copies of bank statements from banks and reconcile them with the books of accounts and present to the Regional Manager for approval;

Involve in budget preparation and utilization. 

Encoding financial transaction& reports in accounting software every month and report to FM.

Follow Partners report over/under budget follow up and report to program manager PM and FM

Proper and confidential maintenance of hardcopy and softcopy filing of financial documents, project asset register.

Prepared payroll & Responsible for bank statement too.

Monitoring and evaluation of our partner’s program visit and combine report. 

Contribute to the business planning process and help implement action plans to improve the quality of the grant assessment, evaluation and administration services to help develop the business

 Maintains office efficiency by planning and implementing office systems, layouts, and equipment participate in procurement process 

[From Mar 2014 -Jun 2014]



	• Name and address of employer
	
	Ethiopian airlines’ Thrift and credit cooperative society Itd.

	• Type of business or sector
	
	Government organization and Association of Ethiopian Airlines

	• Occupation or position held
	
	Internal Auditor

	• Main activities and responsibilities
• Dates (from – to)
	
	Posting transaction.

Verifying the finical statement.                        

 Checking the vouchers, checks, RV’s, cash books.

Look up the users account by checking and implementing the system.

Updating their account book saving or block account.

Performing the full audit cycle including risk management and control management over operations’ effectiveness, financial reliability and compliance with all applicable directives and regulations

Determining internal audit scope and developing annual plans

Obtaining, analyzing and evaluating accounting documentation, reports, data, flowcharts.

[From May 2013 -Nov 2013]




	• Name and address of employer
	
	Myung sung Christian Medical Center (Korean Hospital).

	• Type of business or sector
	
	Hospital 

	• Occupation or position held
	
	Admission Officer

	• Main activities and responsibilities
• Dates (from – to)

	
	Provide information to the patient by answering admitting procedure hospital regulation and service inquiries 

Arrange and collect cash when the patient finished their treatments 

Admits emergency room for maternity patients

handling Petty cash

[From May 2013 -Nov 2013]



	• Name and address of employer
	
	Wisdom Micro-Financing Institution.



	• Type of business or sector
	
	Micro-Finance 

	• Occupation or position held
	
	Data Encoder

	• Main activities and responsibilities
	
	Creating child saving accounts in the system.

Creating for each child a saving account and authorized the transaction.

Ensures that the saving-related transaction entered be accurate. 

Ensure the consistency of entered information in the system, as well as in related hard documents is correct. 

Encodes other transactions (if applicable).

Performs correction in the data originally encoded as the need may arise.

Generation of Reports and Retrieving data from the system stations, records. 




	Education and training


	• Dates (from – to)
	
	[ From Sep 2017-Aug 2019]

	• Name and type of organisation providing education and training
	
	Lead star College of Management and Leadership

	• Principal subjects/occupational 

skills covered

Title of qualification awarded
	 
	Business Administration in Project Management  
MBA Business Administration in Project Management

	
	
	 

	• Dates (from – to)
	
	(From Oct 2009-July 2012)

	• Name and type of organization providing education and training
	
	Hawassa University

	• Principal subjects/occupational 

skills covered
	
	Accounting

	• Title of qualification awarded
	
	BA Degree in Accounting 

	
	
	(From Aug 2012-July 2014)



	                • Dates (from – to)
	
	Unity University

	• Name and type of organisation providing education and training
	
	Marketing Management 

	• Principal subjects/occupational 

skills covered

Title of qualification awarded
	
	BA Degree in Marketing Management

	
	
	


	Personal skills

and competences

.


  From United Nations organization computer based training course on “Accrual Basic”

 From YALI Network fundamentals of business expansion, strategies for personal growth and development, effective communication for healthy
                                                              From American Management Association AMA Skill Assessment  

                                                             United Nations organization computer based training course IPSAS

	Mother tongue
	
	[ Amharic]


	Other languages


	
	
	[ English ]

	• Reading skills
	
	[ Excellent]

	• Writing skills
	
	[Excellent]

	• Verbal skills
	
	[Excellent]


	Social skills

and competences

Living and working with other people, in multicultural environments, in positions where communication is important and situations where teamwork is essential (for example culture and sports), etc.
	
	Have a good group work team motivation and devotion.

Have a good interpersonal communication. 

Have a good manner and respect to ward my job or task. 

Have a good Initiative for the task and Problem solving.

Flexible to ward any activities.

Very active to work and fast to learn new work knowledge.




	Organisational skills 

and competences 


	
	Have worked and Assist developing budgets, monitoring transactions, and preparing financial reports.

Have quite experience in monitor financial records for accuracy optimize financial and administrative practices for maximum goal and maintain documentation


	Technical skills 

and competences

With computers, specific kinds of equipment, machinery, etc.
	
	Have a good knowledge in computer in MS-outlook, excel (Pivot table), word, power point.

Have Quick book accounting software, SUN accounting, and well experienced.

.


	Artistic skills

and competences

Music, writing, design, etc.
	
	  Love to listen music and read a book.
Very energetic to make home design/ event organizer too. 


	Other skills 

and competences


	
	I am confident you will find me to be the ideal candidate to be.  And look forward to speaking with you in person about my further qualifications. Please contact me by phone or email to arrange an interview. Thank you in advance for your time and consideration.




	Driving licence(s)
	
	Level 2 Automobile 



	
	
	 

	
	
	

	Additional information
	
	1.Dr Francis Ogojo Okello

Former Social Impact Inc. Chief of Party in Ethiopia 

Currently QED Group Chief of party in Uganda 
Email- fokello@msn.com
2.Mr. Belete Demise

+251947349681

Position: Finance & Grant Director, Jhpiego Ethiopia      

Email- belete.asres@jhpiego.org
3. Ms. Mahlet Yared

 +25194 4143173
Position: Deputy Finance and Administration Director

 Social Impact Inc.                            

E-mail- myared@socialimpact.com             
 

 4.Mr. Misganaw Sinor                                                                      
                                                                                                             +251912286877

Former supervisor Finance Manager, at CCFCANADA“Christian children’s fund of Canada”
Currently British Council Ethiopia, Finance Manager

Email-Misganaw.tegegne@et.britishcouncil.org



	Annexes
	
	CCFC-Christian children’s fund of Canada.
BA- Bachelor of Art 

MBA- Master of Business Administration 

SI=social impact Inc.
Jhpiego-Johns Hopkins Program for International Education in Gynecology and Obstetrics
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