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PERSONAL DETAILS

Date of Birth


:
25/03/1971

Sex



:
Female

Marital Status

:
Married
Dependents


:
None
Drivers License

:
Yes (08)

Nationality 


:
British

Home Language 

:
English

Health



:
Excellent

EDUCATION

Last School Attended
:
Sandringham High School






(Std. 8 1985 – 1986)

Subjects Passed

: 
English, Afrikaans, Biology, Accountancy & 






Home Economics.

HIGHER EDUCATION

College Attended

: 
Kempton Park Technical College






(N1 & N2 1987)

Subjects Passed

:  
Office Practice, Communication & Deportment, 






Typing & Accountancy.
Distinctions Obtained 
: 
Accountancy (N1 & N2)

College Attended

: 
B G Alexander Nursing College






(1989 – 1991)

Diploma Obtained

: 
Enrolled Nurse
EMPLOYMENT HISTORY

CURRENT EMPLOYMENT (1)

Name of Firm

:
Dr J J Van Niekerk

(July 1996 – PRESENT)

Type of Firm


: 
Orthopaedic Surgeon’s Consulting Rooms

Post Held


:
Mornings Only Medical & Medico-Legal Secretary.
Duties include running of consulting rooms, ordering of stationary etc, medical typing, preparing presentations, doing accounts & month end procedures, transferring of salaries, banking and emails.

.

Running the Medico-Legal side of Practice, i.e. organizing, booking, obtaining all documents, preparing and sending of all medico-legal reports, comments & Joint minutes.

All medico-legal typing done at home in the afternoon for additional income. 

CURRENT EMPLOYMENT (2)

Name of Firm

:
Dr H H Volkersz

(January 2012 – PRESENT)

Type of Firm


: 
Orthopaedic Surgeon’s Consulting Rooms

Post Held 
:
Collecting, typing  and returning of all Medical
 

Reports & Medico-Legal Reports from home in the

afternoons.

PREVIOUS EMPLOYMENT (1)

Name of Firm

:
Drs’ Schneider, Bloch & Bukofzer






(Feb 1992 – Nov 1995)

Type of Firm


: 
Gastroenterologists Consulting Rooms

Post Held 
:
Initially nursing duties on a half day basis but 
later promoted to running one set of consulting rooms full time.  Duties included:  Oesophageal 



Manomatries, 24 hour PH Monitoring, Rectal 



Biofeedback, ECG’s, Assisting with the 



Gastroscopies, Sigmoidoscopies and 


Colonoscopies.  Relief receptionist and typist.

Reason for Leaving

:
Retrenched due to closing down of the second

practice and the practice splitting up.

PREVIOUS EMPLOYMENT (2)

Name of Firm

:
Dr S Hirschowitz






(Apr 1991 – Feb 1992)

Type of Firm


: 
Gynaecologist’s Consulting Rooms

Post Held 
:
Reception, medical typing and nursing duties.

Reason for Leaving
:
Offered a half day position with more nursing 



duties with Dr Schneider, Bloch & Bukofzer.

PREVIOUS EMPLOYMENT (3)

Name of Firm

:
Johannesburg General Hospital






(Mar 1989 – Mar 1991)

Type of Firm


: 
Training Hospital

Post Held 
:
Student Nurse 

Reason for Leaving

:
Completed my training as Enrolled Nurse.
COURSES ATTENDED:

Microsoft Word 95 Beginners – Intermediate with SBS Educational Services (1997)
Microsoft Word 97 Advanced with SBS Educational Services (1997)
Using Microsoft Office 97 with CompuMaster  (1998)

Evolution Payroll Basic Training with Pastel Payroll (2004)
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