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 PERSONAL INFORMATION

Personal Details

	Name(s)
	Ilze


	Date of Birth
	30 August 1982


	Gender
	Female


	Nationality
	South African



	Current Location
	Sasolburg/Vaalpark


	Valid Driver’s License
	Code 08



	Marital Status
	Single


	Dependants
	None


	Language Preference
	Afrikaans, English



	Health
	Excellent

	Passport
	In Place


EDUCATIONAL QUALIFICATIONS
Secondary Education Information
	Last School Attended
	Vaalpark Hoërskool,
Sasolburg

	Highest Grade Passed
	Matric  – Senior Certificate


	Year Matriculated
	2000


	Subjects Passed
	· Afrikaans 1st Language 
· English 2nd Language 
· Business Economics

· Needlework

· Home Economics

· Typing


Completed Courses & Certificates
	· Attended Nebosh (Waiting for certificates)
· NOSA – Accre-Com Training (ACT) – Basic Slinging & Inspection Course 
· Focused Risk & Training Services (FRTS) – Principles of Occupational Hygiene
· CMT Technologies – Attended a Legal Liability course on the occupational Health & Safety Act 
· CMT Technologies – Hazard Identification and Risk Assessment (HIRA)
· CompEd IT Training – Word 2010 Level 1 – 4 
· Bentley Sustaining Infrastructure / DocQnet International – Introduction to eB.  

· CMT Technologies – Root Cause Analysis Technique Education Course
· RMC Training Certificate – Safe Stacking & Storage 
· MAT Training Solutions – Industrial Fire Fighting Site Specific
· LexisNexis Knowledge Based Solutions – Emergency Awareness an Evacuation 
· LexisNexis Knowledge Based Solutions – The OHS Act 1993
· LexisNexis Knowledge Based Solutions – Hazard Identification and Risk Assessment 
· LexisNexis Knowledge Based Solutions – ISO 14001 Environmental Awareness 
· LexisNexis Knowledge Based Solutions – Construction Regulations 
· FRTS – Focused Risk & Training Services – Confined Space Entry 

· FRTS – Focused Risk & Training Services – Occupational Health & Safety Legislation 

· FRTS – Focused Risk & Training Services – Office Safety Principles 
· RMC Training Certificate – Hazardous Chemical Substances
· CompEd IT Training – MS Excel 2007 Level 2
· FRTS – Focused Risk & Training Services – Competence in Working at Heights performing rescues from Fall Arrest Systems 
· CompEd IT Training – MS Excel 2007 Level 1
· Quality Systems Consulting – Developing and Using QCP’s 
· South African Trauma Training & Associates – 1 Day Basic Fire Fighting course and practical application
· South African Trauma Training & Associates – Provide emergency pre hospital care at level 2 
· NOSA – Requirements for SAMTRAC
· IRCA – International Risk Control Academy – Certificate of Training in Modern SHEQ  Risk Management Course
· IRCA – International Risk Control Academy – Certificate of Training – Hazard Identification and Risk Assessment (HIRA) 
· TUSSCHE TRAINING CONSULTANTS

· Work in Confined Spaces on Construction Sites Including Hot Work

· Environmental Awareness

· Stacking and Storage

· Written Safe Work Procedures & Job Task Observation

· HIRA (Hazard Identification and Risk Assessment

· Receive, Handle & Store Hazardous Chemical Safety

· Incident Accident Investigation

· Legal Liability

· Fall Protection Plan Developer

· Scaffold User & Harness Training

· Emergency Coordinator
· First Aid Level1



Computer Literacy
	· Microsoft Word

· Microsoft Excel
· Microsoft PowerPoint

· Microsoft Outlook / Outlook Express

· Internet Explorer

· Generic Safety Management Systems – run through Site Specific
· Internal Eb System

· Internal Active system

· Client/Sasol SHE system


EMPLOYMENT HISTORY

Current Employment
	Company
	Steinmuller Africa,

Sasol1 site, Sasolburg/Free State

	Department
	Safety, Health & Environment

	Position Held
	Senior SHE Officer & Transport Coordinator

	Duration
	February 2013

	Main Job Functions
	· Arranging monthly Safety, Health and Environmental meetings and typing of the minutes
· Ensuring that all duties with regards to SHE are carried out correctly and in accordance with the companies’ standards and procedures.  This also includes the legal aspects involved in this function

· Ensuring that everybody has undergone company induction

· Controlling and handling the monthly statistics

· Ensuring that all new appointments are completed with relevant certification and proof of competency

· Implementation of new ideas to ensure safe working environments

· Ensuring that supervision complies with legal requirements according to the appointments

· Ensuring that tools / equipment inspections are conducted and recorded as per the legal requirements and that all SHE rules and regulations are implemented

· Ensuring that the safety management system is up to date and maintained

· Reporting all incidents / accidents to management and ensuring that investigations take place

· Dealing with the Department of Labour, Environment and Health visits and contraventions

· Motivating employees on the importance of Safety, Health and the Environment

· Conducting safety defects on a weekly basis

· Ensuring weekly inspections/walk about are conducted 
· Responsible for audits in the department

· Responsible for compiling reports and providing feedback to management

· Ensuring that on the job SHE training courses are conducted to educate, motivate and encourage employees 
· Responsible for all safety in workshops

· Responsible for maintaining the SHE system duties and compiling emergency plans
· Responsible for the arrangement of all SHE training

· Attending to all client requirements

· Ensuring all systems is in place for client audits and internally and all deviations/findings closed out in required time frame
· Attending all client meetings

· Plant walk about

· Responsible for all filling of documents related to SHE
· Assisting all Supervisors on a daily basis with required documentation or type work for client.
· Assisting management with queries related to SHE

· Ensuring all mobile cranes SWL certificates up to date

· Ensuring all inspections conducted on a daily basis on all vehicles

· Ensuring Log sheet is completed daily

· Monthly filing of all related paper work on vehicles (Inspections, log sheets, petrol slips and invoices)

· Controlling/responsible for bookings for services and change of tires

· Responsible to report and complete paperwork on damage of a vehicle

· Controlling of monthly kilos driven with each vehicle
· Ensuring all employees driving the vehicles has signed permission and a valid driver’s license

· Driver’s license checklist to be up to date (+-65 drivers)

· Controlling all speeding violation tickets and ensuring proof of payment to be submitted
· Controlling all license discs which has expired (mobile cranes, LDV’S, Welding machine trailers, Quantum’s)


	Reason for leaving
	Looking for a better opportunity that will offer further career growth 


Previous Employment
	Company
	Steinmuller Africa,
Alrode, Gauteng

	Department
	Safety, Health & Environment

	Position Held
	SHE Officer & Security Officer

	Duration
	January 2012 – February 2013

	Main Job Functions
	· Arranging monthly Safety, Health and Environmental meetings and chairing the meetings 
· Ensuring that all duties with regards to SHE are carried out correctly and in accordance with the companies’ standards and procedures.  This also includes the legal aspects involved in this function

· Ensuring that everybody has undergone company induction

· Controlling and handling the monthly statistics

· Ensuring that all new appointments are completed with relevant certification and proof of competency

· Implementation of new ideas to ensure safe working environments

· Ensuring that supervision complies with legal requirements according to the appointments

· Ensuring that tools / equipment inspections are conducted and recorded as per the legal requirements and that all SHE rules and regulations are implemented

· Ensuring that the safety management system is up to date and maintained

· Reporting all incidents / accidents to management and ensuring that investigations take place

· Dealing with the Department of Labour visits and contraventions
· Motivating employees on the importance of Safety, Health and the Environment

· Conducting safety defects on a weekly basis

· Ensuring inspections are conducted when required

· Responsible for audits in the department

· Responsible for compiling reports and providing feedback to management
· Ensuring that on the job SHE training courses are conducted to educate, motivate and encourage employees on the importance of SHE in the workplace and at home

· Responsible for PPE inspections and first aid boxes

· Responsible for all safety in workshops

· Responsible for maintaining the SHE system duties and compiling emergency plans

· Monitoring camera systems

· Security guards reporting to me on a daily basis

· Implementing proper gas and HCS stores to comply legally

· Implementing a system for lifting tackle

· Responsible for the arrangement of all SHE training

· Switchboard and reception duties when required

· Assisting visitors that come to the premises

	Reason for leaving
	Internal transfer to the Sasol 1 Sasolburg


Previous Employment
	Company
	Steinmuller Africa,
Komati Power Station,

Mpumalanga

	Department
	Safety, Health & Environment

	Position Held
	SHE Officer

	Duration
	November 2009 – December 2011

	Main Job Functions
	· Attendance of SHE meetings
· Ensuring that all duties with regards to SHE are carried out

· Ensuring that everyone had undergone induction in both Eskom and SES
· Attended safety walks on site

· Controlling and managing the weekly and monthly statistics
· Ensuring all new appointments are complete with relevant certification and proof of competency

· Implementing new ideas to ensure safe working areas

· Ensure that supervision comply with legal requirements according to their appointments
· Ensuring that risk assessments are conducted with employees

· Ensuring that tool / equipment inspections are done and recorded as per the legal requirements and that all SHE rules and regulations are implemented

· Ensuring that the safety system is up to date and maintained

· Motivated employees on the importance of Health, Safety and Environment

· Conducted safety defects on a weekly basis

· Ensured inspections were conducted when required

· I was responsible for audits

· I was responsible for compiling reports and feedback to management and Eskom

· Ensured that on the job SHE training courses were done to educate, motivate and encourage employees on the importance of SHE while on the job and at home

· Responsible for PPE inspections and first aid boxes

· Responsible for all safety in workshops and on the plant

· Responsible for maintaining the SHE system

· Duties and compiling of Emergency Plans

· Job observations and walk downs

	Reason for leaving 
	Internal transfer to Alrode Steinmuller Africa


Previous Employment Details - continued
	Company
	Eskom Power Stations – Kriel/Hendrina/Grootvlei & Camdon Power Station 
I was contracted out by Edfin Labour Brokers, which is a division of Steinmuller 

	Department
	Safety, Health & Environment

	Position Held
	SHE Officer

	Duration
	July 2008 – November 2009

	Main Job Functions
	· Same job description as above

	Reason for leaving 
	Got a permanent position at Steinmuller Africa for Komati Power Station


FURTHER REFERENCES WILL BE AVAILABLE UPON REQUEST
1. INTRODUCTION

1.1
Personal Career Profile
I consider myself to be a dedicated and hardworking individual who possesses outstanding communication and interpersonal skills. I am able to work in varied and dynamic environments comprising of teams or as an individual exercising competent and diligent traits.

I am particularly ambitious, self-disciplined and self-motivated, and am able to handle pressure without any reluctance.  I enjoy taking on exciting challenges and furthermore am extremely goal driven and deadline driven.  I believe I am essentially structured and methodical by nature and present professionalism in my conduct at all times.  My ability to learn at a fast pace ensures that I efficiently and effectively complete tasks on time and when required.

1.2
Professional Career Experience
I am currently employed as a Safety, Health and Environmental Officer for Steinmuller Africa, and am based in Sasolburg, Sasol1.  My primary role in this position is to lead, manage and control the safety issues of the site.  


I have extensive working experience within Safety, Health & Environmental issues and have encompassed a variety of fields and sectors.  During this time, I have had the privilege of working with other highly experienced, capable, committed and well trained professionals, from wide-ranging fields, that have enhanced my knowledge, and that in turn has contributed to my professional development and ability.

1.3
Professional Career Objectives

I am driven by my hunger for success and furthermore by being proactive and productive through the achievement if successful results at all times. I also ensure that I complete my work efficiently and effectively in accordance with safety policies and procedures.  I would like to suitably and valuably apply myself in an advanced environment where I would have opportunities for further career advancement in the form of training, growth, further self-development and job stability.  I believe that with my vast experience within Safety, Health and Environmental work, I can add value to an organization and I further consider myself to be an asset to my future prospective employer.

.GENERAL INFORMATION

Aspirations
· To find a suitable and rewarding job opportunity where I can grow and develop further.

· To be financially secure and independent.

· To be known as “one of the best” in my chosen career field.
Personal Skills
· Ability to communicate at all levels.
· Ability to interact with team and individuals.
· High levels of integrity and work ethic.
· Self-motivated and self-disciplined at all times.
· Strong sense of drive, initiative and responsibility.
· Ability to work under pressure and meet required and set goals.
· Excellent time management skills.
· Enjoy taking on new and exciting challenges.
· Ability to effectively participate in Administrative tasks and functions.
· Ability to present myself to senior levels of management.
· Aptitude for problem solving.
· Particular ease and affinity with clients and colleagues alike.
· High ability to adapt and learn new environments.
· Strong organizational and accuracy skills.
[Type here]


