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Professional Overview 
Technologically savvy and goal-oriented Project Administration and Finance. Driven 
and motivated to help companies and organisations to thrive. Skilled in Prioritizing 
and completing tasks independently. Extensive experience in MS Office (Word, Excel, 
PowerPoint, Access, Outlook, Teams, Team Viewer and Skype Business). Loyal and 
resourceful professional known for commitment to exceeding employer expectations. 
 
 
Relevant Project Experience 
SMEC International Pty Ltd, Project Administrator, 23rd May 2019 to 30th April 2021 

 Organizing workshops and meetings. 
 Liaise with business regulators such as FRCA, FNPF, etc for good governance. 
 Facilitate work permits of international employees with the Consultants 
 Prepare Cash Flow and cash sheets 
 Liaise with Banks 
 Assist prepare Cash sheets for the Regional Finance Manager 
 Facilitate and obtain all the required compliance Certificates as required 

various tender ToR’s. 
 Competent in Compiling 2 envelope tenders. 
 Manage debtors, creditors and timely payment of bills. 
 Invoicing for WAF as per the ADB requirements 
 Liaising with the Suppliers, Contractors and Clients 
 Petty Cash Reconciliations 
 Preparing Letters for the Contractor and the client submission  
 Prepare Per-diems for all International Experts 
 Keeping track record of Fuel for all the vehicles in the company 
 Document Controlling 
 Any other task assigned by the Team Leaders, Regional Operations Managers 

and the Regional Finance Manager 
 
Kapadia Consultants Limited, Office Manager, 15 October 2018 – 12 May 2019 

• Supervision of construction sites including inspections, site reports and 
ensuring compliance with drawings, 

• specifications and other contract documents 
• Prepare and submit regular reports and update on works as required. 
• Training of other staff as directed. 
• Perform other duties as assigned from time to time 
• Co-ordinate activities for all consultants and contractors 
• Ensure that office computer equipment is maintained and in good order. 
• Management of staff and decision making for company in Consultation with 

Directors. 
• Project Management 
• Preparing Wages, FNPF, PAYE & Vat monthly basis. 
• Administration works 
• Any other task assigned by the Director 

 
Jas (Fiji) Limited, Senior Finance Officer, 02 July 2018 –12 October 2018 

• Supervise Junior Staff 
• Auditing Accounts & preparing Financial with the Senior Accountant. 
• Preparing Vat, FNPF, PAYE monthly basis. 
• Petty cash reconciliations 

Years of Industry Experience 
19 years 
 
Qualifications and 
Memberships 
- Certificate in  Conflict 

Resolution/ADR Training 
from Australian Dispute 
Centre - 24 August 2017  

- Certificate in Office 
Administration – 
Incomplete 

- Certificate in Secretarial 
Studies – Pitman 
Qualifications 2002 

- Completed Secondary 
School Education –FSLC 
2001 

 
Key Skills and Competencies 
- Accounting systems 
- budgeting business 

operational costs 
- Familiar with work culture 

local and international 
consulting engineering 
environments 

 
 



 
 
 
 
 
 
 

• Bank reconciliation 
• Direct Debit and Credits 
• Liaising with banks and higher authorities 
• Prepare Cash Flow 
• Other tasks assigned by the Senior Accountant 

 
Entec Limited, Manager Administration & Finance/ Company Secretary/ Company Signatory, January 2009 – June 
2018 

• Supervise & train junior finance and administration staff 
• Facilitate high level business meetings. 
• Liaise with business regulators such as FRCA, FNPF, etc for good governance. 
• Assist junior and senior staff with planning and coordination of new projects 
• Facilitate the South Pacific Engineers Association and The Fiji Institution of Engineers Symposiums and 

AGM’s. 
• Liaise with Commercial Banks and make international payments. 
• Facilitate work permits of international employees. 
• Prepare Cash Flow 
• Liaise with Banks 
• Assist prepare Company Financials 
• Liaise with Donor Agencies and Ministries offices 
• Facilitate and obtain all the required compliance Certificates as required various tender ToR’s. 
• Competent in Compiling 2 envelope tenders. 
• Manage debtors, creditors and timely payment of bills. 
• Prepare Bank reconciliation. 

 
Edison Consultants, Personal Assistant to Managing Director/Accounts Clerk, Sept 2007 – January 2009 

• Provided administrative support and reporting to the Director 
• Supervision of the administration and operational staff 
• Management of Purchasing system, and general HR administration including Labour 
• Reconciled creditors accounts and processed payments 
• Debt collection and data entry for receipts 
• Responsible for petty cash system and banking 
• Ensure proper documents filing 
• Prepared valuation advice and reports for projects 
• Ensuring compliance with all regulatory bodies 
• Keeping daily staff attendance register 

 
Kasabias, Debtors Clerk, May 2007 – September 2007 

• Debt collection 
• Data entries into the system for d=sales and receipts 
• Documentation & Filing 
• Reconciling of debtors accounts 
• Other tasks assigned by the Credit Controller and the Accountant 

 
Custom-Built Sheet Metal Co. Ltd/ Ranjit Garments Ltd, Administration Officer 

• Reconciling creditors accounts and processing payments 
• Debt collection 
• Data entries into the system for Sales, receipts, purchase, payments 
• Preparing wages/FNPF/tax deductions 
• Vat reconciling and submission to FIRCA 
• Responsible for petty cash fund and banking 
• Documentation and filing 
• Other tasks assigned by the Manager 

 
Ranjit Garments Ltd/ Rainbow Group of Companies, Receptionist 

• Enter production and dispatch entries into the system 
• Bar-coding 
• Prepared production reports 
• Documentation work 



 
 
 
 
 
 
 

 
O B Raniga& Associates (Agent –Tower Insurance), Insurance Clerk, December 2001 – Feb 2002 – Attachment 

• Writing Insurance Policies/third party 
• Debts Collects 
• Attend to all incoming and outgoing calls 
• Banking 
• Customer Service 

 
Professional History 

• 23rd May 2019 - till date | SMEC International Pty Ltd, Project Administrator  
• 15 October 2018 – 12 May 2019| Kapadia Consultants Limited, Office Manager 
• 02 July 2018 –12 October 2018| Jas (Fiji) Limited, Senior Finance Officer 
• January 2009 – June 2018| Entec Limited, Manager Administration & Finance/ Company Secretary/ Company 

Signatory 
• Sept 2007 – January 2009| Edison Consultants, Personal Assistant to Managing Director/Accounts Clerk 
• May 2007 – September 2007| Kasabias, Debtors Clerk 
• Custom-Built Sheet Metal Co. Ltd/ Ranjit Garments Ltd, Administration Officer 
• Ranjit Garments Ltd/ Rainbow Group of Companies, Receptionist 
• December 2001 – Feb 2002 – Attachment | O B Raniga& Associates (Agent –Tower Insurance), Insurance 

Clerk 
 
 

Refrees 

 Mr Paul Jenkins 

Former Senior Project Manager/Team Leader  

SMEC International Pty (Fiji) Ltd 

 (E) paul1.jenkins@yahoo.co.uk 

 
 Mr. Pratarp Singh 

Managing Director and President -The South Pacific Engineers Association 

Entec Limited 

Cnr Cumming Street & Renwick Road 

Level 2, Mid City, SUVA 

(M): (679) 9930907 

 
 Mr. Jaswant Kumar 

Director 

  Jas Fiji Limited 

  President Plaza, Suva 

  (M): (679) 9270276 

 
 
 
 
 


