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	Profile:
Personal Profile:
I am holder of a Bachelor of Science Honors Degree and Bachelor Degree in Consumer Science
· Ability to learn and  acquire new skills
Professional Attributes:
· Demonstrates smart planning, resourcefulness and teamwork

· Achieves on-going success in my required responsibility and able to work well under pressure and remain focused. 
· Always determined and committed to complete a job or task that needs to be done
· Ability to focus, exude enthusiasm at all times 
· Am well disciplined and always full of energy
· Am able to constantly monitor my work habits and the quality of the work so that I can improve myself when necessary and very responsible in playing my role to accomplish my task handed to me effectively and efficiently
· My courage, honesty, hard work, capabilities as well as my experience gained in the various activities and processes would render me a priced asset to an organization
· An enthusiastic, flexible and responsible team player who is also individually effective
· A self-motivated strategic and critical thinker with good technical problem solving skills 

· Comfortable in using audiovisual material and power point presentation, MS Office, excel, word.
· Result-oriented and pro-active individual who can work under minimum or no supervision with multi-tasking skills coupled with a zeal to acquire and learn new skills continuously
· Very high patience and endurance levels that help to pay attention, understand and handle every situation in a calm manner

· Can integrate strategies, innovate ideas and willing to learn more of Development, Quality Controlling and expand the existing products in the market


	Key Skills:
Communication skills (Oral and Written), Interpersonal skills, Mentoring, Networking, Project Management and Planning, Laboratory Practical skills, Tutoring and Report Writing,  SAP HCM/ HR implementation and end-user working knowledge, Excellent in working with Excel , Word and PowerPoint


	Educational & Professional Qualifications:
2015                                Bachelor of  Science Agriculture Honors:   Food Science  

                                        8 Modules (5 Distinctions and 3 Passes) 

                                         (University of the Free State)  South Africa
2014                                   Bachelor of Consumer Science:   Food (Cum Laude)
                                         36 Modules (30 Distinctions and 6 Passes)

                                         (University of the Free State)  South Africa                                                                                 
2007
2005

Advanced Level                                           Queen Elizabeth Girls High School, Zimbabwe
Ordinary Level                                              Gokomere High School, Zimbabwe
Leadership Attributes
· SRC Associations and Dialogue Executive Committee Chairperson & Secretary (2013)
•
Chaired the Associations and Dialogue Executive Committee Meetings

•
Sat in the Associations Council meetings

•
In all meetings held would take minutes and do the agenda of the meetings

•
Responsible for booking venues for meetings and SRC Dialogue Sessions

•
Delegated the Executive Committee responsibilities

•
Marketing the SRC Dialogue sessions
· ZIMSA Vice President (UFS) (August 2012 – August 2013)
•            Maintained order among the members of ZIMSA and also managing the Executive Committee
•
Developed the Executive Committee, thereby enabling them to be respected by the general members

•
Managed to increase funds of ZIMSA by making people pay fine if they bend the rules

· ZIMSA Secretary and Spokesperson (UFS) (August 2011- August 2012)
•
In all meetings held would take minutes and doing the agenda of the meetings

•
Responsible for booking venues for meetings

•
Played a significant role in ZIMSA as the representative at the International Office and Home Affairs
· Member of the International Affairs Council (August 2011- Present)
•
Sat in the International Affairs meetings

•
Amending the International Affairs Constitution

•
Vote for the SRC International Affairs Chairperson

•             Informing International Students of the International day and Meetings for International Students 

· F1 Leadership Programme (August 2011-February 2013)
•
Was part of the Leadership Class of 2011
•
In January 2012, had to travel to Japan to see how they promote peace and diversity in their nation
•
Successfully promoted diversity on campus and rationalization

•
Established many different projects on campus
•
Implemented uniformity in the house residence on campus
Achievements



	· KOVSIE DUX-SRC Excellent Award (August 2013)
    Recognition for Outstanding Achievement in my years of study in Bachelor of Consumer Science: Food

· HACCP Certificate (June 2013)
           Certificate for completing HACCP (SAN 10330:2007)
· Industrial Quality Management Certificate (2012)
    For completing IQM course: Skills of Statistical Process Control (SPC)
· Golden Key International Honour Society (August 2012)


	Activities and Interests:
Reading newspapers, articles and books 

Surfing the internet and researching  

Networking

Tutoring
Work Experience 

January 2008- December 2010 

Worked at Inard Holdings (Zimbabwe) as a Administrator and HR Officer
Responsibilities
•Report writing and update of communication channels

• Preparing and submitting all relevant HR letters/HR records for attendance/Leave/Gratuity/ documents/certificates as per the requirement of employees in consultation with the management
• Conducting the training and events and maintaining the details in the system
• Maintaining and updating records of applications, interviews, offers etc
• Conducting employee orientation and facilitating newcomers joining formalities
• Maintaining and regularly updating master database (personnel file) of each employee
• Handling of all the recruitments related data maintenance in system
• Diary management of the Managing Director

• Stakeholder management

• Responding to customer queries and enquiries

• Handling email, postal, telephonic correspondences

• Taking minutes in meetings

January 2012-  December 2015
Administrator and Secretary at University of the Free State (Department of Consumer Science)
Responsibilities
· arranging appointments

· taking messages

· audio and copy typing and word processing

· organising and servicing meetings (producing agendas and taking minutes)

· managing databases

· prioritising workloads

· recruiting, training and supervising junior staff

· handling correspondence

· implementing new procedures and administrative systems

· liaising with relevant organisations

· coordinating mail-shots and similar publicity tasks
· letter writing
· creating and maintaining filing systems
· Organising travel of staff and students
· dealing with telephone calls and email enquiries

· maintaining diaries
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