Judith Chinyani CV NO: 2008842
Gender:  Female      Date of Birth:  21/03/1971
 
Personal Details
Marital Status



:
Married have three children
Nationality



:
Zimbabwean
Religion



:
Christian
Languages



:
English & Shona
Place of Birth



:
Harare
Educational Qualifications
School attended


:
Sunnyside Girls High

GCE ‘O’ Level



:
 ‘O’ Level Passes 
Professional Qualifications
*Higher Executive Assistants Diploma (IAC) 2001
*Diploma in Public Relations (Harare Polytechnic College 1998)

*Diploma in Secretarial Studies (Harare Polytechnic College 1993-94)

*Public Relations Certificate (ZIPR 1997)

Currently studying –   Bcom Marketing Degree (UNISA)

Subjects passed:
Accounting Principles & Concepts (ACN101)

                    

Economics (ESC 101)

                                Introduction to the Economics & Management Environment 1013

                                Commercial Law 1A

                                Introduction to the Economic Management Environment 1024

 


Business Management 1

                                Economics (ESC 102)

                                Public Administration (102-9)

                                Business Management (MNB 102E)

                     
Industrial Psychology (IOP101-M)
Employment Profile

Employer 

:
Information Systems

Position Held

:
Secretary to Head of Systems Development

Period


:
June 2010 – to date

Duties


:
All secretarial duties:

· Maintaining the Head’s diary
· Organizing meetings/taking minutes
· Booking appointments and making travel arrangements

· Emailing/Internet

· Faxing/Photocopying/Scanning
· Typing & formatting correspondence

· Records Management
· Handling incoming and outgoing mail for the department

· Coordinate provisions for the department i.e office supplies

· Maintain petty cash

· Perform any other duties required
· Supervision and delegation of duties to the messenger/driver

· Office management

Employer

:
 Rotten Row Branch

Position Held

:
Branch Secretary

Period


:
June 2008 to June 2010

Duties


:
All secretarial duties

Employer 

:
 

Position Held

:
Branch Secretary/Switchboard

Period


:
April 2005 – June 2008
Duties


:
All secretarial duties and switchboard operating





Customer care

Employer

:
–Department

Position Held 

:
Stenographer – Promoted to Secretary to Senior Manager
Period 


:
February 1995 – March 2005

Duties


:
All secretarial duties

Previous Employment

Name of Employer
:
Ministry of Education

Position held

:
Teacher

School


:
Chomuchena Secondary School

Period


:
September 1990 – December 1991

Duties


:
Teaching Forms 1 & 2 subjects Shona, Science

Hobbies

:
Enjoys traveling, watching television, going to church

Computer Literacy
:
Uses Microsoft Word, Microsoft Powerpoint, E-mailing, Internet & 
Microsoft Excel and other computer software programmes
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To interview this candidate, please send your company name, vacancy, and salary offered details along with this or other CV Reference Numbers that you may have short listed from � HYPERLINK "http://www.gulfjobseeker.com/employer/cvdatabasepaid.php" �http://www.gulfjobseeker.com/employer/cvdatabasepaid.php� 


addressing to HR Consultant on email: � HYPERLINK "mailto:cvcontacts@gulfjobseekers.com" �cvcontacts@gulfjobseekers.com�


We will contact the candidate first to ensure their availability for your job 


and send you the quotation for our HR Consulting Fees.








PAGE  
1

