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	PERSONAL INFORMATION

	Names
	· Zaheera 

	Nationality
	· South African / Single / Female



	Drivers License
	· Yes: Code 8 [EB]: Own Transport



	CAREER OBJECTIVE

	
	To be an integral part of a dynamic institution where my enthusiasm and hard work will lead to success not only for me but also for the company I represent.  I need to be part of a progressive team where creative thinking and collaboration solves problems and contributes to the well being of the company.  

Able to build long-term relationships and very clients focused. Has the ability to think both conceptually and analytically with concern for order, quality and accuracy.  

Highly motivated self-starter with solid administrative skills.  Proficient in the use of several computer programs, with a flair for figures.  Seeking a position with a company that offers opportunities for further skills development and career growth.

The last 5 years have proven good experience gained in management, credit risk, and customer Relationships.  In addition to this I am an enthusiastic person by nature and with a self-start approach to everything.

I am available to start a new venture immediately and will consider ALL suitable positions.



	CAREER PROGRESSION [Starting with most recent position held]

	March 2014 – September 2016
	· Admin Manager
	CCTV Security Surveillance Gauteng (Pty) Ltd 
                                              [Durban, South Africa]


	
	· Ensure order files are opened, recorded & up to date.
· Requisition all office & operational requirements.

· Prepare & issue quotations.

· Attending to customer & service provider queries. 

· Checking Petty cash reconciliations.

· Ordering of yearly PPE for all technicians. 
· Prepare dockets for daily operations.

· Random check of store room, ensuring there is sufficient stock on hand

& there are no delays to carry out the job.
· Ensure all billings are up to date.

· Ensure all repairs are sent & returned.

· Conduct daily meeting to ensure all order files are up to date.
· Ensure all client account queries are handled.

· Monitor any deviations and report these to the branch manager & director on a daily basis.

· Process & sign off supplier invoices.

· Maintain the purchase order system.

· Ensure all dockets is captured on the system.

· Ensure all documents are filled correctly.
· Perform other duties as required. 
· Plan and coordinate administrative procedures and systems and devise ways to streamline processes
· Train personnel and allocate responsibilities and office space
· Provide coaching and guidance to Staff to ensure maximum efficiency

	
	

	

	
	· Ensure the smooth and adequate flow of information within the company to facilitate new business operations
· Monitor inventory of office supplies and the purchasing of new material with attention to budgetary constraints
· Monitor costs and expenses
· Oversee facilities services, maintenance activities and tradespersons (example: electricians)
· Organize and supervise other office activities (example: renovations, event planning etc.)
· Purchases equipment and forms by obtaining requirements; negotiating price, quality, and delivery & approving invoices.
· Completes special projects by organizing, coordinating information and requirements
· Provides historical reference by developing and utilizing filing and retrieval systems
· Contributes to team effort by accomplishing related results as needed


	Reason for Leaving


	· Career advancement.


	January 2012 – August 2013
	· Operations Supervisor


	Bureau Veritas Inspectorate

[Durban, South Africa]



	Company Type


	· Inspections & Sampling 

	Key Activities
	· Building solid relationships with new and existing clients.

· Achieve individual targets.

· Resolve all operational issues within a reasonable timeframe.

· Compile reports, collating of analytical, port data, certifying & issuance of shipment documents.

· Ensure that operational activities at various sites are conducted according to requirements.

· Ensure that there are sufficient resources to provide required services.

· Monitor any deviations and report these to the branch manager on a daily basis.
· Ensure staff is wearing appropriate PPE at all times.

	
	· Monitor and control the general office supplies, building and equipment maintenance.
· Ensure that all staff is capable, and ensure that they have clear instructions at all times.

· Ensuring there are three suppliers quotes, authorize order requisitions on system, checking & signing invoices.
· Preparing quotes on enquiries for new clients.

· Ensuring that required documentation is completed for take-on of new service providers & customers.  

· Preparation of rate increase letters to customers on annually with management. 

· Attending to customer & service provider queries. 

· Creating invoicing spreadsheets for admin clerks on excel.
· Ensuring inter-department revenue/costs are processed for various sites i.e. Richards Bay, Durban, Bloemfontein & Johannesburg.
· Checking Petty cash reconciliations.

· Reviews performance of individuals against set requirements on a annual basis.

· Discipline employees as and when the need arises.

· Manage staff monthly timesheets, leave and absenteeism in accordance with company procedures.

· Sets clear objectives, targets and standards and gives performances feedback with necessary corrective measures were required; 

· Conduct regular meetings with employees (at least monthly) to brief on workload and current issues. actions suggestions and complaints of staff.

· Ensures that maintenance and running costs do not exceed budget.

· Ensures confidentiality of the job requirement is maintained at all time.
· Ensure all appointments are carried our as per ISO standards.

· Conducting health & safety monthly meetings.

· Monitor, control vehicles mileage and collate monthly receipts.

· Courier of documents / samples (domestic and international) 

· Weekly staff wages.


	Reason for Leaving


	· Career advancement



	Aug 2005 – Dec 2011
	· Operations Coordinator 


	Inspectorate M & L (PTY) LTD

[Durban & Johannesburg, South Africa ]



	Company Type


	· Inspection and Sampling



	Key Activities
	· Compile reports. 

· Travel arrangements, hotel accommodation and flight bookings.
· Customer queries/complaints.
· Staff wages.

· Invoicing and costing.
· Update clients on daily operations.

· Switchboard duties.

· Order entry.

· Coordinating, instructing & certifying of daily shipments.

· Courier of samples/ documents (domestic and international).

· Relieving staff during leave.

· Ordering of stationary and office equipments.



	
	

	Reason for Leaving


	· Career advancement.


	PROFESSIONAL STRENGTHS / SKILLS

	Management


	· Independent strategic thinking person.

· Functional, quality and operational management skills.

· Liaising with Senior Management.

· Chairing, conducting and attending meetings.

· Troubleshooting and problem solving.

· Strong delegating abilities.

· Good planning and organizational skills.

· Attention to detail.

· Willing to learn.

· Good time management skills.

· Ability to work under pressure.


	
	

	EDUCATION [Starting with most recent qualification obtained]

	2004
	· National Senior Certificate: 


	Durban Girls Secondary School 

[Durban, South Africa]



	Subjects Complete
	· History 

· Mathematics

· Biology 
	· Business Economics 

· English

· Afrikaans



	COMPUTER LITERACY

	1 Had appropriate training only

2 Limited practical experience

3 Solid practical experience

4 Well versed, extensive experience

5 Expert, extensive experience
	· Windows
	5
	
	

	
	· Internet
	5
	
	

	
	· E-mail
	5
	
	

	
	· MS Word
	5
	
	

	
	· MS Excel
	5
	
	

	
	· Dealerweb
	2
	
	

	
	· Outlook
	5


	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	REFEREES

	
	Available on request.
	
	

	




