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ANGIA 
ANGIA.337086@2freemail.com 
Dear Sir/ Madam
Allow me the opportunity to address this letter to you, introducing myself and my skills to potentially be of service to you.

I am a very friendly, hardworking person & have a very strong sense of responsibility. Every task I take on, I complete to the best of my ability. I am self-motivated, can work independently, as well as in a team and excel very well under pressure. I am a fast and eager learner, I love to multi task & I have a very strong professional manner.
As per my professional resume attached, you will note that I have experience in the following fields:

· Waitressing (hospitality industry);

· Office Administration;

· Business Management;

· Financial Wellness and Legal field. 
Travelling or re-locating for work purposes will not be a problem for me, as I am career driven. I believe I can be an asset to your company, if afforded the opportunity.

I would be available for an interview at any time convenient for you.

Trust my resume meets your favorable consideration.

Yours truly
ANGIA 
DATE OF BIRTH


:
25 SEPTEMBER 1983

GENDER



:
FEMALE

DEPENDANTS


:
NONE

LANGUAGES


:
FULLY BILINGUAL (ENGLISH & AFRIKAANS)

EDUCATIONAL QUALIFICATIONS

HIGH SCHOOL


:
ATLANTIS SENIOR SECONDARY SCHOOL

LEVEL ACHIEVED


:
MATRIC 2001

SUBJECTS PASSED


:
AFRIKAANS


HG

A







ENGLISH


HG

B







BUSINESS ECONOMICS
HG

D







GEOGRAPHY

HG

D







ACCOUNTANCY

SG

D







BIOLOGY


SG

E

OTHER QUALIFICATIONS

COURSE


:
SMALL BUSINESS MANAGEMENT & ENTREPRENEURSHIP

INSTITUTE


:
TYGERBERG COLLEGE/ NORTHLINK COLLEGE (2000)

QUALIFICATION

:
NATIONAL N3 CERTIFICATE


B

COURSE


:
NCR DEBT COUNSELOR TRAINING COURSE
INSTITUTE


:
UNIVERSITY OF PRETORIA LAW CLINIC

QUALIFICATION

:
SUCCESSFULLY PASSED 

COMPUTER LITERACY
· MICROSOFT WORD & EXCELL
· MICROSOFT POWERPOINT

· MICROSOFT OUTLOOK

· WINDOWS VISTA

· WINDOWS XP

· MICROSOFT OFFICE

· EMAIL & INTERNET

RELEVANT PROFESSIONAL EXPERIENCE

EMPLOYER


:
BEACHES RESTAURANT
POSITION


:
WAITRESS/ FRONT OF HOUSE
PERIOD


:
(SEPT. ’00 – MAY ‘03)

RESPONSIBILITIES
:
greeting customers as they arrive and showing them to their table; giving out 





of menus and taking orders for food and beverages; serving of food and 






beverages; dealing with and resolving of customer queries; dealing with bill






payments; making sure tables are clean and tidy. 

EMPLOYER


:
EVITA SE PERRON
POSITION


:
WAITRESS/ FRONT OF HOUSE/ THEATRE BOOKINGS/ 






RECEPTIONIST/ STOCK CONTROL
PERIOD


:
(JUN. ’03 – AUG. ‘04)

RESPONSIBILITIES
:
welcoming of customers to the theatre complex; ensuring bookings are correct






and paid in full; ensuring customer satisfaction by delivering great customer






service through taking and serving of food and beverages orders; ensuring the 






customer is happy and satisfied with food and service; resolving of queries;






making bookings for theatre shows; ensuring that all props such as music &






lightening are in place for PIETER DIRK UYS, prior to doing a show; 






ensuring smooth flow between front of house, kitchen and bar staff; 

EMPLOYER


:
ANDTIN & PARTNERS (CAPE TOWN)

POSITION


:
ADMINISTRATION CLERK/ DEBT COLLECTOR
PERIOD


:
(SEPT. ’04 – DEC. ‘05)

RESPONSIBILITIES
:
client service (telephonically & in person), tracing of clients with 





Bad debt, liaise with client’s employers, garnishees to work,






Debt collecting, cashing up of monthly installments from clients






Or employers, faxing, typing, debt calculations

*POSITION


:
ADMINISTRATION CLERK

PERIOD


:
(JAN. ’06 – JUN. ’08)

RESPONSIBILITIES
:
had to set up & run a new department within the company, 






Dealing with clients under administration, corresponding with 






Attorneys & various courts on a daily basis, assisting the lawyers






Drafting of Section 74Q applications to court & notifying all relevant





Parties, instructing the lawyers on behalf of the clients, going to





Court with the lawyers, representing ANDTIN & PARTNERS and the





Clients at various courts, have sound knowledge of the Magistrate’s





Court Act, 32 of 1944 & working with the law book on a daily basis,





Typing, faxing, emailing, debt calculations, p.a./ secretary to director





Attending meetings on behalf of the director with lawyers, general






Office work, overseeing a staff of 5 people in the department, dealing






With correspondences, calls from lawyers, courts, administrators, 






Creditors, clients, etc. client consultations, financial consultant, interest





Calculations, 

EMPLOYER


:
S.A. CREDIT SOLUTIONS

POSITION


:
DEBT CONSULTANT & BUSINESS DEVELOPER

PERIOD


:
(JUL. ’08 – NOV. ’08)

RESPONSIBILITIES
:
had to develop & establish a debt counseling company, incorporating





Into an established law firm & debt administrations company, based






On a business plan drafted by myself, had to do set up & structuring of






Company, create a new company within an existing infrastructure with






Various financial solutions, client consultations, drafting of applications






To court, notifying all relevant parties, negotiating with various credit






Providers on behalf of clients, drafting of monthly budgets for clients,






Educating clients on financial responsibilities & managing it, assisting






Management on structuring, strategies, etc. reconciling & doing review






On administration files, had to establish clientele for the company,






Doing presentations at courts, hospitals, etc.

EMPLOYER


:
S.A. DEBT COUNSEL

POSITION


:
OFFICE ADMINISTRATOR & BUSINESS DEVELOPER
PERIOD


:
(JAN. ’10 – OCT.’10)

RESPONSIBILITIES
:
drafting & sending of prescribed notifications to creditors & credit





Bureaus, doing over-indebtedness assessments on clients, drafting of






Monthly budgets for clients, dealing with all queries related to debt 





Review, with creditors, clients, attorneys, create office files for clients,






Capturing data on PDA system, verifying balances on system from 





Certificates of balances received, issue letters re reckless lending,






Dealing with all correspondences related to debt review, via email or






Telephonically, making sure all processes with regards to debt review






Are followed at the office, doing presentations at companies, etc.





Dealing with the PDA on a regular basis, doing progress reports &






Submitting it.

EMPLOYER


:
BLANKENBERG DEBT COUNSELLING / S.A. DEBT




COUNSEL (OFFICES MERGED)
POSITION


:
OFFICE ADMINISTRATOR & BUSINESS DEVELOPER

PERIOD


:
(NOV. ’10 – MAR. ’11)
RESPONSIBILITIES
:
had to merge the two companies and ensure that every process runs 

Smoothly under the umbrella of S.A. DEBT COUNSEL; drafting & sending of prescribed notifications to creditors & credit






Bureaus, doing over-indebtedness assessments on clients, drafting of






Monthly budgets for clients, dealing with all queries related to debt 






Review, with creditors, clients, attorneys, create office files for clients,






Capturing data on PDA system, verifying balances on system from 






Certificates of balances received, issue letters re reckless lending,






Dealing with all correspondences related to debt review, via email or






Telephonically, making sure all processes with regards to debt review






Are followed at the office, doing presentations at companies, etc.






Dealing with the PDA on a regular basis, doing progress reports &






Submitting it; drafting of debt review applications and assisting the






Legal representative in court and consultations; negotiating interest 






Rates and installments with creditors on behalf of the clients;

EMPLOYER


:
ANDTIN & PARTNERS 

POSITION


:
ADMINISTRATOR/ FRAUD ANALYST/ BUSINESS 





DEVELOPER/ FINANCIAL WELLNESS COACH
PERIOD


:
(APR. ’11 – CURRENTLY)
RESPONSIBILITIES
:
had to set up & run a new department within the company,  






Dealing with clients under debt stress, corresponding with 






Attorneys & various courts on a daily basis, assisting the lawyers






Drafting of applications to court & notifying all relevant





Parties, instructing the lawyers on behalf of the clients, going to





Court with the lawyers, representing ANDTIN & PARTNERS and the





Clients at various courts, have sound knowledge of the Magistrate’s





Court Act, 32 of 1944, as well as The National Credit Act, 34 of 2005,





Typing, faxing, emailing, debt calculations, p.a./ secretary to director





Attending meetings on behalf of the director with lawyers, general






Office work, overseeing a staff of 20 people in the department, dealing






With correspondences, calls from lawyers, courts, 






Creditors, clients, etc. client consultations, financial consultant, interest






Calculations, In Duplum Rule calculations, reckless credit assessments,






Garnishee Order Fraud analysis and drafting of relevant applications to Court






To set aside garnishee orders fraudulently obtained by creditors, training of 





Agents in the field, company presentations
