PERSONAL DATA

FIRST NAME


:
NESHANA
SEX



:
FEMALE

MARITAL STATUS


:
SINGLE
NATIONALITY


: 
SOUTH AFRICAN
RELIGION


:
HINDU
HOME LANGUAGE

:
ENGLISH

CRIMINAL OFFENCES

:
NONE

HEALTH



:
EXCELLENT
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EDUCATIONAL DETAILS

PRIMARY EDUCATION

:
JUGHROO PRIMARY  

SECONDARY EDUCATION

:
EASTBURY SECONDARY 
SUBJECTS


:
ENGLISH  
AFRIKAANS 






GEOGRAPHY  
ACCOUNTING 
BIOLOGY 





TYPING

EDUCATIONAL QULAIFICATIONS:
INSTITUTION


:
KORBITEC SOLUTIONS – 1997





DATA SOFTWARE

COMPUTER PROFICIENCY

:
MICROSOFT OFFICE – WORD






EMAIL 






INTERNET






GHOSTCONVEY






WEBCONVEY






WINDEED





STORDOC






SEARCH WORKS
EMPLOYMENT DETAILS

1.
NAME OF FIRM

:
VEJAN PILLAY & COMPANY  (2004 TO 2009)

POSITION

:             CONVEYANCING SECRETARY



2.
NAME OF FIRM

:
VENI MOODLEY & ASSOCIATES  (1996 TO 2004)

POSITION

:
 CONVEYANCING SECRETARY,


PERIOD


:
14 FEBRUARY 1996 TO MARCH 2004

3.
NAME OF FIRM

:
COMPANY (2009 TO DATE)


POSITION

:
SENIOR CONVEYANCING SECRETARY,


PERIOD


:
NOVEMBER 2009 TO DATE

DUTIES/ FUNCTIONS

Apart from my designated position I have a vast knowledge & understanding of the following duties/functions which I attend to if and when I’m required to assist:

ANSWERING AND HANDLING OF PHONE CALLS AND QUERIES

MAKING APPOINTMENTS 
DIARY MANAGEMENT
POSTAGE, DOCEX AND COURIER

TAKING MINUTES

ARRANGING MEETINGS
PLACING ORDERS (STATIONERY, ETC)
DRAFTING OF CORERSPONDENCE

LIASING WITH CLIENTS AND STAFF

PHYSICAL AND ELECTRONIC FILING

ARRANGING AND SETTING UP CONFERENCE CALLS

INVOICING AND RECEIPTING

TYPING OF ALL DOCUMENTS  - 80 WPM
PAYMENT OF ACCOUNTS AND SALARIES 

COLLECTIONS
PREPARATION OF ALL CONVEYANCING DOCUMENTS (TRANSFER & BOND – ALL BANKS)
DRAWING OF LEASE AGREEMENTS
TOTAL CONTROL OF THE TRUST RECEIPTING, BANKING AND TRUST ACCOUNT RECORD KEEPING
EXCELLENT LETTER WRITING AND DICTAPHONE KNOWLEDGE. 

DETAIL OF WORK - CURRENT

Apart from my duties as an independent accounts clerk and office administrator, my position also entails me doing the similar work that I have done in my previous employment, (listed below) as a senior PA and legal/convincing secretary. 
As an office administrator and legal/conveyancing secretary I attend to the Property Management  which entails the handling and drawing up of lease agreements, attending to client snag lists and query’s, ensuring rentals are in on time, Conveyancing matters, Company/ Directors/ Members & Trustees’ FICA requirements, independent legal letter writing, the handling of all company / trust documents, attending various meetings, minute taking, filing, perusing & concluding of sale agreements, contracts & lease agreements, all registrations pertaining to a development, e.g. electricity & water meter connections, NHBRC registrations, etc. I work very closely with  Nedbank , Standard Bank, first National Bank and Absa Bank as the loan facilities in respect of all developments are done via the said banks. My position also entails me liaising with various contractors and subcontractors, NHBRC, Architects, and Estate Agents 
DETAIL OF WORK 

VENI MOODLEY AND ASSOCIATES




        

CONVEYANCING:

I attended to a conveyance file from the moment we received instructions to the application of Title Deeds and discharge figures to the application of rates, transfer duty and the drawing up of documents, both transfer & bond. I consulted with clients for signatures, attended to the lodgment and follows ups on each file. To the best of my knowledge I have a great understanding of what goes on with Conveyancing, however with the rapid change of packages and the different systems today, I may need a small training process to adapt to whatever system is in place at a particular company. 

ADMINISTRATION:

The office was administered by myself and apart from all other functions and the basic administration duties like the answering of phones, making appointments, etc. I also attended to the following individually:

BANKING:

I attended to the trust receipting, depositing and record keeping of all trust and business transactions. Attending to internet banking which included daily printout of statements, occasional online transfers etc.

POSTAGE:

Opening of mail and the distribution of same to the relevant departments was done by me so that all mail is responded to timeously. 

PAYMENTS:

A schedule of all office accounts was done at the end of every month and I attended to the payment of same.

PERSONAL ASSISTANT:

As the Directors personal assistant I attended to all confidential affairs which included diary control, travel arrangements, setting up meetings, taking minutes, order of stationery, filing of documents, control of petty cash handling, liasing with clients, handling of faxes, email and incoming documents, invoicing and receipting, handling international and local travel arrangements, typing and circulation of all correspondence, maintaining the professional image of the office, communicating with Executives and clients, running of personal errands, record keeping of personal banking accounts, accompanied Veni Moodley to certain meetings, coordinating her daily schedule apart from all other duties of a PA.
DETAIL OF WORK 

COMPANY




        

CONVEYANCING:

I attended to a conveyancing file from the moment we received instructions to the application of Title Deeds and discharge figures to the application of rates, transfer duty and the drawing up of documents, both transfer & bond. I consulted with clients for signatures, attended to the lodgment and follows ups on each file. To the best of my knowledge I have a great understanding of what goes on with Conveyancing, however with the rapid change of packages and the different systems today, I may need a small training process to adapt to whatever system is in place at a particular company. 

SKILLS
Excellent command in English

Good communication skills

Self Motivated

Fast learning – work very well under pressure

Have the ability to meet deadlines

Able to Multi-Task

Very approachable, pleasant, efficient and well organized

COMMITMENT:

1. I hold myself accountable for achieving targets and getting results

2. I keep to my commitments and get the job done despite the odds

3. Constantly update myself with the knowledge and skills for the good of the profession

4. I am hard a working individual who is striving to succeed

I’m a simple and sociable person who is a hard working and a dedicated individual. I am a person that enjoys a challenge and takes any challenge head on. I have not committed any criminal offences. When given the opportunity my knowledge, creativity and experience can definitely be of benefit to any employer. In light of me having worked under tremendous pressure, strict and confidential conditions, I am confident that I would be an asset to an employer and company. 
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