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Shoprite Checkers (Pty) Ltd : Property Division : Term of Service: 13 April 2011 - Current
Position: Financial Controller
Responsibilities:

· Lease Administration

· Reconciling and Filing

· Annual Budgets

· Annual Provisions

· Turnover Rentals

· Monthly Arrears Reports

· Monthly Water and Electricity Payments

Pointeq Teqnologies (Pty) Ltd : Term of Service: 15 March 2010 – 12 April 2011
Position: Bookkeeper and Administration Assistant
Responsibilities:

· Obtaining Knowledge on Products Sold and Stock Kept

· Assisting with Marketing Campaigns of Company

· Preparing and Finalizing all Paperwork regarding Sales / Jobs

· Process Customers Invoices and Handle Queries

· Process / Prepare Credit Applications for Customers / Check References

· Process and Reconcile Creditors / Prepare Payments 

· Responsible for all Import Documentation

· Arranging and Following up on Forex Transactions with Banks, Suppliers and Forwarders

· Responsible for Presenting and Collecting Import Documents at Banks 

· Handle, Control and Reconcile Petty Cash

· Responsible for all Transactions up to Balance Sheet

· Prepare Monthly Management Reports and Accounting Records for Year End

· Calculation, Preparation and Completion of VAT returns / Payments

· Answering Telephones / Taking Messages / Sending Faxes / Making Appointments and Bookings for Management

· Responsible for Accommodation and Travel Arrangements

· General Office Administration

Benprop Property Management CC : Term of Service: 01 August 2008 – 12 March 2010
Position: Property Administrator
Responsibilities:

· Debtors Reconciliation

· Auction Checks and Preparation

· Tenant Relations

· Managing Repairs and Maintenance

· Attending to Property Transfers

· Levy and Rates Reconciliation

· General Office Administration

· Personal Assistant to Member

· Petty Cash Reconciliation

Fusion Automation (Pty) Ltd : Term of Service: 05 February 2008 – 31 July 2008

Position: Receptionist
Responsibilities:

· Switchboard Administration

· Stationery Ordering

· Client Relations

· General Office Administration

· Quotations and Invoicing

· Personal Assistant to Directors

Howard and Wareham Attorneys : Term of Service: December 2007

Position: Temporary Conveyancing Secretary
Responsibilities:

· Secretarial Duties

· Preparing Transfer Documents

· Preparing Cheques for Payment

ACS Gymnastics : Term of Service: 2003 – Present

Position: Gymnastics Coach
Education

Tertiary:
Basic Life Support : Level 1 : LRTJ:BLS1/042/12/14/338 : December 2014
SAP R/3 Real Estate Management: SAP Start-up Course: December 2011

Quickbooks: Quickbooks Start-up Course: August 2008
ITA: Paralegal Conveyancing Course: March – September 2008
UCT B.Socsc LLB - Incomplete
Subjects completed: 
	· Accounting
	· Social Psychology and Interpersonal Relations

	· English and Linguistics
	· Foundations of Law

	· Research in Psychology
	· Comparative Legal History

	· Health Psychology
	· Family Law

	· Learning Language and Cognition
	· Property Law

	· Critical Psychology
	


Secondary:
Edgemead High School – Matric 2004
	· English First Language HG
	· Accounting HG

	· Afrikaans Second Language HG
	· Biology HG

	· Mathematics HG
	· Home Economics HG


Achievements:
Academic full Colours – 2001 – Gr.9

ITA – Distinction – Phillip Steyn Prize for top student - 2008
