                                                                                                       September, 16th 2010

Applying for a job : “cadre d’appui” 

To the Commissioner General of  OBR (Commissaire général de l’OBR)

Lire phonétiquement

 

Dictionnaire - Afficher le dictionnaire
Dear Sir,
I’m writing to apply for the position “cadre d’appui” in the organization of “Office Burundaise des Recettes”.
I hold a bachelor’s degree in economics and administrative and I have over six years professional experience. I have good knowledge of methods of calculating customs taxes for working in a customs agency and I am familiar with the concepts of accounting management as I have been working as a financial officer in a private company for a long time.
Also, I am very attracted by your activities areas where I think my aspirations and my skills could be fully expressed in order to meet the needs and expectations of your organization
Écouter
Lire phonétiquement
 

Dictionnaire - Afficher le dictionnaire
My knowledge of both formal and informal, my motivation lead me to believe that I possess the qualities required to meet the challenges contained in this position.
I look forward to hearing from you.

Yours sincerely,

Chanel NKENGURUTSE 
OFFICE BURUNDAIS DES RECETTES

APPLICATION FORM / FORMULAIRE DE CANDIDATURE

Post/ 
Poste: Cadre d’appui
Code : OBR 8
	First name(s) / Prénom(s):
Chanel
	Family name /Nom de famille:
NKENGURUTSE

	Address/Adresse:
Bujumbura-Burundi
MUTANGA NORD
Rue de la Tannerie
	Tel no/Tel: 22 225491/22 221745
Mobile: 77 730505 / 76 730505
e-mail: chanelnke@yahoo.fr

	Date of birth / Date de naissance:

06/05/1976
	Nationality / Nationalité:
Burundian

	Do you have a close relative who currently works for the Ministry of Finance or OBR? If yes, please state their name, their position and their relationship to you.

Avez-vous un proche parent travaillant au Ministère des Finances ou à l’OBR ? Si oui quel est son nom, sa fonction et sa relation avec vous ?

No

	Where did you learn about this vacancy?

Comment avez-vous été informé du poste?
 By the OBR site (www.obr.bi)

	
	


REFEREES

Please give the names and details of two most recent employers who can comment on your professional and work ability.  If you do not wish us to contact your referee prior to the interview please indicate by ticking the box.

Prière de donner les noms et autres détails de deux de vos récents employeurs qui peuvent témoigner sur vos compétences professionnelles. Au cas où vous ne souhaitez pas que l’on les contacte, mentionnez -le dans la case .

	Name / Nom: Dr Tharcisse YAMUREMYE
Address / Adresse: Bujumbura-Burundi
PAGE (Projet d’Appui à la Gestion Economique)
Project of World Bank
Position / Fonction: Macro Economics Expert

Tel : 
Mobile : (257)  79 960725
Email:

Please do not contact this referee            (
Ne le/la contactez pas
	Name /Nom: KAMATARI Liliane
Address /Adresse : Bujumbura-Burundi

LE M’KASI

Quartier Asiatique, 33, Avenue des Paysans

Position / Fonction : Manager
Tel : (257) 22 221745
Mobile : (257) 79920840 
Email:

Please do not contact this referee            (
Ne le/la contactez pas


DECLARATION

I confirm that the information provided in this application form is accurate.  I understand that failure to provide accurate information may lead to disqualification or dismissal if subsequently employed.

Je certifie sur l’honneur que les renseignements fournis sont corrects et vérifiables.  Je certifie également que toute information fausse contenue dans la présente peut conduire à une disqualification ou une rupture de contrat pour ce poste.

Signature



                                        Date 
Chanel NKENGURUTSE                                                      16th, September 2010
EMPLOYMENT HISTORY/ HISTORIQUE DES EMPLOIS

Please give details of all positions held since completing your full time education.  Start with your present or most recent job and work back.

Prière donner le détail dès la fin de vos études. Commencez par l’emploi le plus récent. 

	Dates (from – to) (de – à)
	Name and address of employer

Nom et adresse de l’employeur
	Position and brief description of duties

Fonction occupée et tâches
	Salary

Salaire
	Reason for leaving

Raison de départ

	July 2008- Till date
March 2005 – july 2008

October 2004 ​– March 2005
June 2003 – October 2004


	Le M’KASI (Professional Clothing Company)
Le M’KASI (Professional Clothing Company)
PAGE (Projet d’Appui à la Gestion Economique)

World Bank Project

Consult House

(Customs Agency)
	Financial Officer

· Record all financial transactions and submit timely reports each month
· Scrutinize bank statements reports for completeness and accuracy and validity
· Reconciling bank statements by comparing transactions recorded on bank statements with accounting reports, clarifying and interpreting variances that may arise

· Prepare financial statements

· Scrutinize source documents for completeness, accuracy and validity of charges
· Perform other duties as may be required such as administrative-related tasks
Accountant

· Prepare spreadsheet, verify footings, extensions and postings and trace original evidence into the records
· Prepare and hold updates the cash flow statements
· Orderly classification of accounting documents
· Prepare the payment of suppliersLire phonétiquement 
· Submit accounting report for each end of the month Dictionnaire - Afficher le dictionnaire
1. nom 

1. meadow

2. pasture

3. lea

Investigator
· Investigation of all companies (private and public) which have statistic department in their services in Bujumbura
· Preparation of survey forms
· Counting investigations
· Analysis of survey results
Executive Assistant

· Establish customs clearance of goods and commodities from abroad for clients of the agency

· Classification of administrative files and records

· Looking for customers

· Human Resource Management


	BIF 650,000

BIF

400,000

BIF  500,000

BIF

300,000
	Interested in the field of taxation and customs

Promotion

End of the contract

New Opportunity


EDUCATION AND TRAINING /ETUDES FAITES

Secondary education / Secondaire
	Dates (from – to) (de- à) 
	Name and address of school

Nom et adresse de l’établissement 
	Give details of main subjects studied

Cours principaux
	Diploma or certificates and year obtained

Diplôme ou certificat obtenu

	September 1993 – July 1996
 September 1989 – July 1993
	Seminary of Buta (Séminaire de Buta)
Dutwe Minor Seminary (Petit Séminaire de Dutwe)


	Scientifique B (Biology and chemistry)
Common studies
	High secondary school diploma
Secondary school certificate



Education beyond secondary level / Etudes supérieures
	Dates (from – to) (de–à)
	Name and address of college/university or other institution

Nom et adresse de l’institution
	Major subjects studied

Cours principaux
	Details of diploma or degree obtained and dates

Diplôme obtenu et date

	1999 -2004

	UNIVERSITE DU BURUNDI
	Economic and Administrative Sciences 
	Bachelor’s degree




Please state other academic or professional qualifications you hold.  D’autres formations.
	Dates
	Qualification

	
	


Please state membership of professional organisations and status.  Organisations professionnelles dont on est membre.
	Dates
	Professional organisation /Nom de l’organisation
	Membership (eg Fellow, Member) / Fonction et qualité

	1983 -2010
	Burundi Scout Association
	Legal representative of the association in Bujumbura
(2006-2010)


Please provide details of training received and courses attended relevant to the post you are applying for.  Autres informations / formations liées au poste.
	Dates
	Training courses / Cours suivis

	
	


COMPETENCIES FOR THIS POST / COMPETENCES POUR LE POSTE

	Please state which competencies you have that would make you a suitable candidate for this post.  Prière indiquer les compétences acquises qui ont un lien direct avec ce poste.
· Bachalor’s degre in economic sciences
· Six years experience with five years in the field of accounting and finance

· Knowledge of methods of calculation of customs fees for most products and goods as I have worked in a customs agency

· Knowledge of accounting policies and practices; ability to interpret/analyze a wide variety of data and identify/resolve problems. 
· Ability to work under pressure
· Very effective organizational skills and ability to establish priorities and to plan, coordinate and monitor own work plan

· Knowledge of accounting software  (Sage Saari, assist) and ability to write accurate reports on time
· Motivation to learn more and develop other skills

· Strong familiarity with computer skills



ADDITIONAL INFORMATION /AUTRES INFORMATIONS

	Do you have a permanent or persistent health problem? If so, please describe.  Avez-vous un problème chronique de santé?  Si oui, décrivez-le?

No


	Have you ever worked for the Ministry of Finance? If yes, please state the dates and the post(s) you held.  

Avez-vous déjà travaillé au Ministère des Finances?  Si oui, donnez les dates et les fonctions occupées. 

No


	Have you ever been convicted of a criminal offence? If yes, please state date and nature of offence.  

Avez- vous été déjà condamné(e) en justice? Si oui, pour quel délit ?

No


	Have you ever been subject to disciplinary action in the last 3 years?  If yes, please state dates, type of offence committed and the disciplinary action taken?  

Avez-vous encouru une sanction disciplinaire au cours de ces trois dernières années?  Si oui, quelle faute, à quelle date et quel type de  sanction.

No



