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PROFILE











.
I am a friendly, ambitious, reliable and hardworking person. I am eager to gain experience and a quick learner. My confident, supportive, professional communication skills make me an excellent team player. I have a proven track record of determination, initiative, punctuality and attention to detail.  I thrive under pressure and enjoy a good challenge, utilising my good problem solving skills. 

To add to the above I am a very motivated individual and aim to take on every task to the best of my ability. I would see myself as a performance driven, people focused individual who possesses strong leadership abilities with a “can do, will do“attitude.
EDUCATION











                                                                                                                                                                                                                                                  

Hillcrest Senior Secondary School (1994 – 1998) Gained 3 B Grades and 2 C Grades, Mathematics and Science. Passed with FULL EXEMPTION

Princeton Computing Training Solutions (1998 – 2000) Computer Facilitating 1 & 2, Passed with DISTINCTION
IIR Training, Johannesburg (2004) Strategic Logistics Management

University of South Africa (2005 – present) BA Psychology (Correspondence Course)

COURSES ATTENDED











Entrepreneurship – University of Stellenbosch

Credit Control & Debt Collection – DHS

Office Administration and Reception Etiquette – DHS

Optometric Assistant - SAOA
SOFTWARE PACKAGES









                                                                                                                                   

.
MS OFFICE PACKAGE - Word, PowerPoint, Excel, Access, Publisher, Outlook and Internet Explorer
GRAPHICS - Adobe Photoshop, Adobe Pagemaker, Corel Draw, Corel Photo Paint

NETWORKS – AS400, Can set up LAN and Wifi, Novell Netware
PROGRAMMING – Visual Basic, MS Frontpage

OPERATING SYSTEMS – Windows XP, Vista, Linux, Apple Mac OS, SAP R/3
KEY ACHIEVEMENTS










                                                                                                                                 
Head prefect and DUX student on high school.

Set up and managed website for technical department at Nestle SA. Daily reporting used 93% less paper and became significantly less time consuming
Started a School magazine and trained students at Ridgeview Primary School

Redesigned layout of local newspaper – Review Media, sales upped by 38%
Designed and managed database for Fedics Food Services, 
Migrated stock database into Website for Enterprise Commerce Systems. Better transparency and stock control.
Became self-appointed dispute solver between patients and the practise at Mellin Optometrists.
EMPLOYMENT HISTORY










Mellin Optometrists November 2004 – June 2008
Administrator

· Administration and Online Claims for Medical Aids

· Buying and Selling of Frames and Ophthalmic goods

· Client Liaison, either face-to-face or written
· Administration and Maintenance of Computer Network

Siemens Business Services August 2003 – August 2004
Logistics Manager

· Managing Asset Database using MS Access and Excel
· Organising and executing monthly audits

· Procurement of IT stock

· Analysing stock levels, breakages, etc. and reporting to management

· Woking closely with Security Department to control flow of stock

Fedics Food Services – September 2002 – June 2003 (Contract)
Administration Manager – Accommodation 
· Team leader for 3 individuals in department.
· Training of abovementioned to utilise company software

· Daily reporting of guest, food parcels stock figures to Project Manager

· Bi-weekly presentation to Area Manager regarding above figures, utilizing graphs and slide shows
· Responsible for execution of office policies  

Ridgeview Primary School - January 2001 - July 2002 
Computer Teacher (Grade 1 through Grade 7)

· Preparing lessons for students ranging from 6 to 15 years in age
· Tutoring special after school classes out of curriculum

· Preparing and tutoring special lessons for intellectually disabled students

· Weekly reporting to headmaster

· Preparing and revising tests and exams for all classes

Hillcrest Secondary School - February 2000 - November 2000 (After Hours)
Teacher - Adults
· Tutoring Windows, Office and Typing Skills on Basic, Intermediate and Advanced levels.
· Exam and test preparation 

· Weekly reporting of student progress to school

· Handling payments of class fees
Nestlé South Africa – January 2000  - September 2000 (Contract)
Administrator – Engineering Department
· PA to Factory Engineer
· Timesheet and Payroll Management for Department

· Collecting and input of data to generate confidential reports.

· Ordering and control of office supplies

· Liaising with other branches, both local and international

HOBBIES











                                                                                                                                   
Photography – Outdoors and functions, traveling, cricket, 

References available upon request.
