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Personal details

Date of Birth


:


12 May 1991
Nationality


:


South African

Gender


:


Female
Languages


:


Fluency in English and Afrikaans
Criminal record

:


None

Marital status


:


Single

Health



:


Excellent

Personal strengths

I am a responsible and mature individual that is seeking a challenging position in which I can excel. I am a very quick learner with lots of enthusiasm and I am always willing to go the extra mile. I always strive to reach and perform well in the goals that are set out for me and willing to assist the team in all aspects. I work well under pressure, am reliable and will undertake my duties professionally and effectively.
Education

National Senior Certificate (2008)

York High School, George – 2008
Short Course - Payroll and Tax Admin
Get Smarter, UCT (online) – 2013

Basic and Advance tax concepts for Individuals

Basic and Advance tax concepts for a business

Payroll principles and Administration
Short Course in Accounting

Get Smarter, UCT (online) - 2014
Fundamentals of Accounting
Drafting financial Statements

Drafting Budgets

Measuring & evaluating financial performace

Internal control and accounting systems

Credit management and control

Business Tax

Employment history
Company


: 


Hummingbird Early Leaning Centre
Position


: 


Receptionist 
Duration


: 


March 2015 – September 2015
Responsibilities

:


Personal Assistant








Administration







Answering Calls








Data Capturing










Invoicing








Bookkeeping








Quotations








Dairy Management







Updating staff records








Visa processing
Company


: 


Personal Growth Management Serv.

Position


: 


Receptionist / Bookkeeper
Duration


: 


January 2013 – Current
Responsibilities

:


Personal Assistant








Administration







Answering Calls








Data Capturing










Invoicing








Creditors and Debtors Schedule








Bookkeeping








Quotations








E-Filing (Income taxreturns)








Dairy Management








Payroll and Salaries

Company


:


Blenheim Insurance Administrators
Position


:


Sales Consultant

Duration


:


August 2011 – April 2012

Responsibilities

:


Selling Life Insurance to existing clients


 Offering financial Advice








Quotations








Sales








Administration


 Cold calling prospective clients

Reason for leaving

:


Future prospects 

Company


:


Pearl of Wilderness  
Position


:


Student Internship (Part time)
Duration


:


September 2012 – January 2013

Responsibilities                                          

Front office receptionist








Housekeeping


 Waitress

Company                           :
Woolworths - Garden Route Mall
Position


:


Customer Service Assistant
Duration


:


April 2011 – April 2012
Responsibilities

:


Customer Service and Sales







Housekeeping


Packing out stock


 Stocktaking


Ordering stock from different branches

Reason for leaving

:


Future prospects
Company


:


Geronimo Spur
Position


:


Waiter
Duration 


:


July 2009 – January 2010

Responsibilities


Customer Service and Sales 




Administration




House Keeping


Stocktaking

Reason for leaving

:


Started University 

