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Profile

Work Experience and Projects                                                                                                                                                                     
I am a well-organized planner, scheduler and efficient time manager with more than seven years of experience doing administration and marketing in the manufacturing, energy, retail and education sectors.
 I am a great team-worker, adaptable and flexible, enthusiastic and self-motivated, with excellent inter-personal and communication skills.
I can relate and communicate effectively with all levels of management within an organization. I am totally reliable and willing to go the extra mile in my service delivery.

New Life Trust 

Project Management Assistant & PA to Operations Manager ____________________________________________________________________________06.2014____
· Assist the Project Manager in developing project control systems & execution of plans

· Assist Project Manager in reporting to clients 

· Draft project programs as directed by the Project Manager  

· Monitor Project cost in line with the approved budget

· Manage key projects issues as directed by the Project Manager

· Assist Project Manager in the management of functions team

· Assist in the managing the project change control process

· Hire or purchase required equipment for a project if necessary
· Assist in the calculating of wages to be paid to contract functions team

· Ensuring a price analysis is done in all project purchases

· Ensuring all projects are carried out effectively to completion 
· Making travel arrangements for all managers

· Ordering flowers for events and clients 

· Minutes for all meetings

· Purchasing all groceries for the company

· Monitoring all stock movement in the storeroom

· Compiling a Results Figure Sheet for all Sunday attendance & Centre’s attendance 

· Compiling an expenditure reconciliation on all bank cards for managers 

· Sending birthday messages, cards and cake ordering for staff

· Organizing all year end functions

· Maintaining an organized filing system of all records
· Managing the Centre’s budget for feeding children 

New Life Trust 
Executive PA to Trustees ____________________________________________________________________________04.2012____
. Power point presentations
• Compiling power point slides for lectures
• Taking minutes in meetings
• Ensuring all brochures for the term are designed and delivered on time
• Approving all art work pertaining to all brochures and fliers
. Update computer files at the main computer as well as the Trustees personal computer.
• As requested, fill out and submit vouchers for the Trustees expense reimbursements.
• Coordinate the convening of meetings initiated by the Trustees.
• Assist the Trustees with all occasional writing projects.
• Respond to the request for general secretarial support to Trustees as needed.
• Co-ordinate staff vacations.
•Arranging travel and flight arrangements, including regional and international flights, visa applications, foreign exchange, accommodation and car hire for the company.
International Education Link

Executive Personal Assistant to Director (Permanent)
              07.2010 to 02.2012

· Present the company services to schools principals and students across the SADC region and Nigeria

· Process student applications for admission into Universities in the United Kingdom

· Liaise with the UCAS  (Universities and Colleges Admissions Service) 

· Process payments for the respective universities offering admissions

· Arrange travel, accommodation and other logistics for the students and Director
· Diary management

· Compile programs for official journeys

· Co-ordination of logistical arrangements for all meetings

· Receive, refer appropriately all calls, emails and messages for the Director

· Accompany and support Director in all presentations

· Manage all assets (Vehicle, Licensing issues, TV)

· Update all policies and procedures

· Preparation of Agenda and minutes

· Credit card recons/ expense claims

· Daily liaison with clients
Kgwanyape Energy Solutions
 Marketing Assistant (Contract)
02.2010 to 06.2010                                                                      
· Research new markets for energy saving products 

· Compile detailed competitor analysis documents, SWOT analysis, new market channels and reports

· Co-ordinate project and sales status reports

· Set up and coordinate board meetings

· Compile and present PowerPoint presentations to the marketing and sales department
· Establish and maintain a centralized archive of presentations, marketing and communications materials accessible to various internal functional groups

· Coordinate the production of various advertising with vendors such as the Cold Press Media (Financial Mail) & Mortimer Harvey

· Maintain and monitor the company website

· Arrange travel, accommodation and other arrangements for the Project team and Directors
· Yearly Planner co-ordination and distribution

· Preparation of Agenda and minutes

· Credit card recons

· Meeting co-ordination

· Handling all fuel cards 
City Air Rental 

Consultant / Operations Assistant (Contract)
01.2009 to 01.2010
· Perform financial administration duties including invoicing, reconciliation, creditor payments and debit order scheduling

· Perform daily check of debtor's age analysis with payment recons and queries

· Complete credit checks and keep a schedule of customer account numbers

· Prepare quotes, follow up with customer and negotiate to close the deal

· Ensure proper filing of all credit applications and vendor applications 

· Assist the Operations Manager with administrative duties as and when necessary

· Arrange travel bookings for external consultants and Operations Manager

Magic Mirror

 Personal Assistant (Permanent)
09.2006 to 06.2008
· Provide financial admin including collecting and processing payments, compiling company budget, periodic stock taking, price comparison analysis and compiling sales report

· Manage the studio – Set up auditions and photo shoots

· Organise events and functions for clients

· Assist in sales of the different courses and packages

· File client’s portfolios

· Negotiate with suppliers and purchase all necessary equipment for the month

· Assist the Director with administrative duties as and when necessary
· Handling Petty Cash
· Creditors payments

· Creditors reconciliation 

· Daily banking 
Radar Metal Industries
Junior Sales and Marketing Assistant (Permanent)
01.2003 to 08.2006
· Responsible for posting all export and local sales invoices

· Ensure authorisation of all invoices before dispatch of goods 

· Compile all purchase orders, back order reports and stock report

· Issue GRV on all returned goods and credit notes

· Perform price comparison analysis

· Compile a weekly and monthly sales report for the Sales Manager, Finance Manager and General Manager
· Compile and supply information to clients on the status of their accounts
· Taking minutes in all staff meetings 

· Calculation of commissions for all sales representatives

· Providing a detailed market analysis report for the Sales and Marketing team

· Credit payments

· Assist in all product launches

· Production liaison with customers regarding raw materials and inventory

· Provide the Sales manager, Marketing manager and Production manager with a detail back order report on products outstanding for supply
Skills

· Billing and invoicing (proficient in Pastel and Tetra SAGE)

· Software (Word, Excel, PowerPoint and working knowledge of Visio)

· Administration

· Document management

· Sales and marketing

· Communication and presentation

Educational Background

Institute of Marketing Management, South Africa

Bachelors in Marketing and Management Science (Ongoing)

London Chamber of Commerce and Industry

Marketing Diploma (2002)
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