Personal Details
Name
SIBONGILE
Nationality
South Africa

EE/AA
African

Email Address
Bongi.369270@2freemail.com 

Location
WITBANK, South Africa (Mpumalanga)
Languages:
Current Read, Write, Speak
· Afrikaans
· English
· Zulu

EDUCATION
Completed N5 National Certificate 1993:  at Isidingo Technical College in PRETORIA, South Africa (Gauteng).
Subjects
Typing, Accounting, Office Practice, Communication and Computer Practice
WORKING LIFE EMPLOYMENT
Agent: August 2010 to date
Contract Management, at Track On Image in the Marketing sector at Witbank, South Africa (Mpumalanga).
Duties, Responsibilities & Achievements
• To make sure the Brand Ambassadors are at the allocated stores at the right time. 
• To make sure between me and the store manager that the promoting product is in stock. 
• To educate and train the Brand Ambassadors about the product to be promoted. 
• To manage all administration required by company
Reason for Leaving
Contract might be terminated at anytime
Property Consultant: March 2010 to October 2010

Temporary skilled level position at Real Net Witbank in the Sales sector in Witbank, South Africa (Mpumalanga).
Duties, Responsibilities & Achievements
• Selling and assisting the clients to view houses on sale at their suitable time. 
• Assisting with office duties 
• Liaison with clients
Reason For Leaving
Company Franchised
Sales Consultant: July 2007 to February 2009
Permanent skilled level position at SANLAM in the Financial sector at WITBANK, South Africa (Gauteng)
Duties, Responsibilities & Achievements
· Establish and maintain a professional relationship with all stakeholders i.e. client, product providers and adviser support channel.
· Manage own commission earnings 
· Meet sales and /or growth targets
· Manage own adviser practice
· To attend all relevant training to attain the required accreditation to market the various products
Reason For Leaving
Contract Expired

Customer Service Clerk: November 2004 to October 2006

Permanent skilled level position at ABSA BANK in the Financial sector at WITBANK, South Africa (Mpumalanga)
Duties, Responsibilities & Achievements
· Delivering friendly, quick, accurate and efficient customer service.
· Assist clients with, amongst other the following: Personal information, address and other details, Chequebooks, Debit orders, Stop payments, ATM, debit and credit cards, PIN related queries, Issuing statements and account information.

· Educate customers on the Bank's procedures and security requirements and Financial
Intelligence Centre Act (FICA) 
· Adhere to Absa policies and procedures when processing client requests
· Adhere to all audit requirements, legislation and regulatory requirements, including Financial Information Centre Act (FICA), Code of Banking Practice and Money Laundering
· Report all suspicious activities and potential fraudulent transactions to management.
· To be updated and informed of banking products
· To pass on leads to Retail Sales Consultants
· Log all complaints and compliments on Customer Care Process (CCP) system
Reason For Leaving
Retrenched

Administration clerk: June 1994 to October 2004

Permanent skilled level position at ABSA in the Financial sector in Witbank, South Africa (Mpumalanga).
Duties, Responsibilities & Achievements
· Ensure all documentation is accurately completed, recorded and dispatched or filed.
· Relieve the receptionist or enquiries when required.
· Manage and resolve customer queries within specified turnaround times.
· Rectify errors on incomplete documentation that has been sent back to the branch.
· Capturing securities on personal loans, processing salaries and journals 
· Drawing balance, Audit and Tax certificates.
· Clearing external cheques that need to be cleared within 3 days.
Reason For Leaving
Expand Horizon

