

Identity Number



: 790524 0197 080

Nationality




: South African

Gender




: Female

Languages




: English; Afrikaans 
Marital Status




: Married
Dependants




: One

Drivers License



: In Process 
Criminal Offences



: None

Health





: Excellent


Last School Attended



: Plettenberg Bay Senior Secondary School

Highest Standard Passed


: Matric (1996)

Subjects Passed



: English HG






  
  Afrikaans HG






  
  Accountancy SG







  
  Mathematics SG






  
  Economics HG






  
  Business Economics HG





  

Institution




 : South African Institute of Management
Course
: Advanced Diploma in Business Management (Specialising in HR)
Duration




 : 3 Years

Year





 : 2008

	First Year Subjects
	Second Year Subjects

	Third Year Subjects

	Accountancy
	Management Practice


	Human Resources Practice



	Business Economics

	Human Resource Principles
	Change Management



	Management Principals


	Industrial Relations
	Management Strategy

	Business Law
	Training Management


	 Human Resource Strategy

	Micro Economics
	Self Management


	


· MS Word


Citrix

· Excel



Vision

· CAP



Kerridge
· Syspro V7


CS Freight

· Internet

· Outlook

· Powerpoint









  




DUTIES

· Researching of Data i.r.o Projects,

· Collect and Collate Data
· Client Liaison,  

· Resolving Queries

· Special Projects

· Correspondence with clients
· Project Tracking

· Program Testing

· Data Capturing

· General Administration
HR ACCOUNTABILITIES

· Facilitate effective HR and office-related administrative functions

· Process employee documentation accurately

· Conduct administrative work in a professional manner with no complaints from the line manager

· Maintain and distribute newsletter timeously

· Timeously maintain and update leave planner
· Ensure development of competent staff

· Maintain healthy relationships with co-workers

· Co-ordination of successful staff functions and workshops


DUTIES

· Raising Purchase orders
· Client Liaison,  

· Resolving Queries

· Credit Control
· Correspondence with Customers
· Opening Accounts on Syspro
· Maintaining database
· Collecting outstanding monies
· Debtors Age Analysis

· Journals

· Credit notes

· Payment Reconciliations
Reason for leaving:


Better prospects 


DUTIES
· Medical Accounts Assessment, 

· Processing of Medical Accounts from 20 different practices (all disciplines) in large volumes, 

· Client Liaison,  

· Credit Control duties with the purpose of lowering the team's average debtors' days, 

· Monitor the outstanding debtor's books for practices. 

· Allocation of payments from the Compensation Fund, 

· General Administration, 

· Resolving Practice queries

· Special projects, Correspondence with the CF

· Payment Reconciliations

 Reason for leaving:


Better prospects 


DUTIES
· Client Liaison, 

· Reconciliation of debtors accounts , 

· Debt collection , 

· Special attention to debt over 120 days, 

· Administration of all invoices and statements, 

· Data capturing, 

· Weekly and monthly debtors and creditors reports, 

· Creditors payments and reconciliations, 

· Raising of credit notes, Arrange for distribution of invoices and statements, 

· Resolving queries, 

· Switchboard, 

· Invoicing, Ad- hoc accounting functions, 
· Cash flow updates, 

· Debtors Age Analysis
HR FUNCTIONS

· Collect, collate & distribute information related to HR management

· Provide advice on, or refer to, appropriate person in response to queries related to HR management.

· Preparation of Wages & Overtime, 

· Leave Administration, 

· IOD reporting Personnel 
· File Maintenance, 

· Attendance Registers, 

· Application of NBC rules, 

· Induction of new employees.


Reason for leaving:


Company Liquidated

DUTIES:

· Administered all new, demo & used vehicles,

· Capturing and processing of all internal & external orders & handling of all administration & queries on the system. 

· Petty cash control including requesting of cheques for licence & registration of vehicles. 

· Handling of all quotes & faxes to the relevant salesmen to sign off.  

· Daily checks on DFE for vehicles released & capturing of client information, ordering & sales cards.

· Ensuring that all letters, faxes & emails are sent to clients.  

· Maintaining a professional filing system, creating and processing orders. 

· Making out of petrol orders for salesmen & reconciling of monthly petrol account, ensuring that all vehicles in stock are paid in full. 

· Registration and licensing of vehicles in stock, 

· Requesting registration documents from SAPO, 

· Payment of wages to casual staff, organising meetings and budget schedules for Sales Manager, 

· Calculating Gross Profits on deals, all typing and admin for Sales Manager, assisting sales consultants. 

· Updates on National Sales with graphs, 

· Depreciation of demo vehicles. Assistance with banking.   

· Monthly vehicle reconciliation for the company. Updating customer prospecting system. Management of accounts. 

· Organising, tracking & managing of temporary permits.

· Monitored unregistered vehicles. Administering of insurance claims of company vehicles and reporting it to the Financial Manager.

· Training Coordinator

Reason for leaving:


Better prospects

Duties

· All company’s administration, all typing    

· Updating and storing company records

· Maintaining a proper filing system 

· Drafting of business letters, setting up meetings and appointments, 

· Customer Liaison

· Monthly targets & budgets to Department Managers. 

· Distribution & clearing of all incoming mail, messages & photocopies.

· Taking minutes of meetings, PA announcements, 

· Dairy Management, Flights and Accommodation bookings
HR Functions:

· Controlling of absenteeism, Completion of

· Leave Forms, Overtime Control, Vacancy Updates, Training Coordination, 

· Resolving Staff Queries

· Capture all interviews scores

· Arrangement of necessary assessment documents.

· Receiving and capturing of all assessment scores and feedback information

· Regret letters to all short listed/interviewed candidates

· Organising staff functions, 

· Sit-in appraisals, hearings and counselling
· Performance Reviews for staff.

· Birthday List updates 

· Implementation of policies & systems related to HR management & practices

· Organising of staff parties etc.

· Preparing  IDP’s, POE’s for all managers

· Assist with scheduling of interviews and venues for all short listed candidates

Reason for leaving:

Better Prospects
REFEREES
	Company

Reference

Position

Contact Numbers
	Lamacs Solutions (Pty) Ltd

Sonny Kamukapa

Business Development Manager

(041) 395 6200 / 074 0714937

	Company

Reference

Position

Contact Numbers
	National Glass Distribution (Pty) Ltd

Lukas Killian

Credit Manager

(010) 593 8400

	Company

Reference

Position

Contact Numbers


	Compensation Solutions (Pty) Ltd

Karin Manefeldt

Supervisor

(041) 395 7159 / 083 5252 170



	Company

Reference

Position

Contact Numbers


	Taxi Trucks Parcel Express

Marius Pienaar

Director/ Branch Manager

083 640 3083



	Company

Reference

Position

Contact Numbers


	Maritime Motors Pty Ltd

Maritza Allers

Admin Manager

(041) 399 2813 / 084 2998 293


	Company

Reference

Position

Contact Numbers


	Edgars Greenacres

Darin Hall

Regional Operations Manager

(041) 363 0687/ 082 325 0032



[image: image1.png]


[image: image2.png]












CURRICULUM VITAE OF 
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Contact Number: 073 552 8297





PERSONAL INFORMATION





EDUCATIONAL QUALIFICATIONS





TERTIARY EDUCATION





COMPUTER LITERACY





EMPLOYMENT HISTORY





Company				  LAMACS Solutions Pty Ltd     


Period:				  Feb 2015 – Current 


Position:			  	  HR & Housing Administrator





Company				National Glass Distribution Pty Ltd


Period:				July 2014 – Nov 2014


Position:				Debtors Controller/ Ops








3. Company				Compensation Solutions Pty Ltd     


Period:				Jan 2013 – July 2014


Position:				Accounts Administrator








4. Company				 Taxi Trucks Parcel Express Pty Ltd    


    Period:				 Oct 2007 – Dec 2012


    Position:				 Debtors, Creditors /HR Administrator








Company			Maritime Motors (Daimler Chrysler Dealership)     


 Period:			February 2006 – June 2007


 	      Position:			Secretary Commercial Vehicles /Sales Administrator








6.  	Company			Edgars Greenacres Pty Ltd


  	Period:			July 2003 – February 2006


Position:			Personal Assistant/ Receptionist











