CURRICULUM VITAE

WILLIAM MAKHALA

ADDRESS:   


P.O. Box 51986





Limbe

Tel:



+265 999 431 111 / +265 999 558 289 / +265 888 959 687

Email



williammakhala@gmail.com

RELATED STRENGTH____________________________________________________________
· Able to work on initiative under strict deadlines with minimum supervision whilst maintaining focus on the objective to be achieved.
· Time management skills.

· Highly skilled in translation, transcribing, proof reading and data entry.

· Passed Business communications
· Highly conversant with computer applications (Microsoft Word and Excel) and data entry packages like SPSS, ACESS, EXCEL, UNIX, EPIData
· Highly skilled in translation from English to Chichewa and Tumbuka and vise versa.
· Able to adopt working conditions within a short period.

· Excellent oral and writing communication skills and interpersonal skills 

· Relates well with people at all levels.

· Highly organized.
WORK EXPERIENCE_________________________________________________
Post


: Internet Cafe Manager
Company

: Empire Communications & Stationery Suppliers

Period


: From 2009 to 2013
Responsibilities
: Translating electronic mails for customers from English to Chichewa/ 

  Tumbuka and from Chichewa /Tumbuka to English.




: Plan and deliver training sessions for both staff and users.




: Ensuring that users are welcomed, helped and provided with safe and 

  suitable equipped environment.

: Ensuring that staffs are fully competent and aware of all relevant legislation.

: Provide training and advise on various IT and internet related matters.

: Monitor the appearance of the premises and ensure it is kept clean, tidy, 

  well organized, fully- stocked and well presented.

: Maintain the standards of security in the correct balance with needs of an 

  open and welcoming service.

: Collect and interpret relevant statistics and management information.

: Producing a weekly, monthly, quarterly and annual reports to the Director

Position

: Freelance Sales Agent

Organisation

: Zain Malawi

Period


: From September 2006 to September 2009

Responsibilities
: Selling recharge vouchers and connection packs.




: Achieving sales targets set for allocated zones.




: Reconciliation of cash and stock.




: Submission of sales reports.




: Completion of route call cards.

Post


: Accounts Assistant / Cashier / Masaf Projects Officer

Organisation

: Zomba City Assembly 

Period


: From November 2001 to June 2005

Responsibilities
: Maintaining various accounting ledgers and registers.




: Drafting payment vouchers and cheques.




: Preparation of bank, debtors and creditors reconciliation 

  statements.

: Managing petty cash.

: Managing payments and receipts and proceeding to banking.

: Balancing cash daily.

: Preparation and paying out wages and salaries.

: Managing fuel vouchers and fuelling vehicles.

    

    
: Preparation of bank reconciliation statements.




: Procuring stationery, tools and equipments.




: Maintenance of stock records.




: Preparation of justification reports.

 EDUCATION BACK GROUND_____________________________________________________
2010 – 2012 : Bachelor of Procurement and Logistics Management ( University of Malawi)
2005 – 2010 : Diploma in Accountancy  with Business Communications as a Course (Malawi College 

           of Accountancy)
1993 -1997  : Malawi School Certificate of Education with four credits including English

COMPUTER SKILLS______________________________________________________________
Microsoft internet Explorer

Microsoft Word


Microsoft Power Point

Microsoft Excel                              
Microsoft  Outlook     
REFEREES___________________________________________________________
Steve Dept




Mrs. Regina Nankuyu (Administrative Officer)

cApStAn sprl




Zomba City Assembly,

Linguistic Quality Control

            P.O. Box 43

,




Chaussée de La Hulpe 268


Zomba



B-1170 Brussels

Belgium




Cell / Tel: + 265 888 868 578 / 1 525 529 / 01 525 039

E-mail: steve.dept@capstan.be

E-mail: ceo@zambacity.mw
Mr. Nixon Makawa








Airtel Malawi








P.O. Box 1235









BLANTYRE









Cell: +265 999 989 189




   



                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
E-mail: nixon.makawa@mw.airtel.com






