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CURRICULUM VITAE

PERSONAL PARTICULARS

Nationality:




South African (I hold an EU PASSPORT)
Date of Birth:



26-11-1967

Marital Status:



Married
Dependants:



None

Languages:



English







Afrikaans







Greek

EDUCATION AND TRAINING

1985:




St. Dominic's Convent, Boksburg






(Matric Exemption)

1989:




Bachelor of Arts






Majors: Psychology & Industrial Sociology






University of the Witwatersrand

1991:




National Fashion Design Diploma






Gordon Flack Davidson Academy of Design

1988 (Part-time):


Basic Sewing and Pattern making Certificate






Germiston Technikon

ACHIEVEMENTS AT SCHOOL

· Participated in Drum Majorettes, Tennis and Hockey.

· Vice-Captain of Tennis team in Matric year.

CAREER HISTORY

JANUARY 2007 – AUGUST 2008
Company:

Boston City Campus, Head Office

Position:

National Call Centre Manager

Key Responsibilities:
· Developing and Implementing systems and procedures for the National Call Centre, which supports 48 Campuses nationwide
· Hiring of relevant staff

· Motivating, managing and training of staff

· Providing excellent Customer Service

· Counselling and assisting with queries telephonically and electronically

· Problem Solving

· Administrating and working on the student system: ICAS

· Providing, monitoring and maintaining statistical data 

· Controlling the financial aspects of the Call Centre

· Liaising with various SETA’s regarding Voucher Projects offered by Boston City Campus

· Been instrumental in submitting Tenders for Learnership Programmes run by Boston City Campus

Have knowledge of the following Packages:

· Microsoft Word

· Spreadsheets (Excel)

· MS Outlook

DECEMBER 2002 – DECEMBER 2006
Company:

Boston City Campus, Bedfordview

Position: 

Head of Department, UNISA Studies

Key Responsibilities:
· Administrating and overseeing the Department
· Developing and implementing systems and procedures
· Developing, implementing and monitoring UNISA Revision Courses
· Strategizing of lectures/courses to be offered full-time and part-time
· Assisting with the Marketing of the Department
· Timetabling full-time and part-time courses
· Controlling the financial aspects of the Department
· Managing and monitoring the overall workload of staff
· Motivating, managing and training of staff
· Problem solving and time management
· Counselling of students

· Assisting with student queries

· Administrating the student system: ICAS
· Liaising with parents/sponsors/companies/Foreign Embassies

· Liaising with all UNISA Departments

· Sourcing of Lecturers
· Administrating and controlling Lecturer duties

SEPTEMBER 2002 – NOVEMBER 2002
Company:

Preview Traders (Margy C) -Fashion Broker

Position:

Office Manager

Key Responsibilities:

· Translating business strategies and using them in operational duties.

· Assisting MD with general business management.

· Developing, implementing and maintaining a visual medium to present all sales orders.

· Developing and implementing business processes and systems.

· Handling and resolving conflict situations.

· Implementing a practical administration and follow-up system.

· Liasing with 11 clothing factories (local and international) and 4 major retail chains.

· Managing the overall workload of staff.

· Monitoring production processes to ensure on-time deliveries.

· Motivating and managing staff.

· Problem solving and time management.

AUGUST 2001 - JUNE 2002

Company:

Bond University (South Africa)

Position:

Timetabling and Examinations Officer

Key Responsibilities:

· Setting of Undergraduate Timetable

· Setting of Examination Timetable

· Dealing with Undergraduate lecturers.

· Dealing with Undergraduate Student queries.

· Corresponding with Australia in academic issues.

· Organisation and implementation of Undergraduate Graduation.

· Assisting with various academic functions.

JANUARY 1999 - JULY 2001

Company:

Allenby Campus, Bramley (Part of Educor Group)

Position:            Part-time Fashion lecturer. In January 2000 appointed 

                           Head of the Fashion Faculty.

Key Responsibilities:
· Developing the full-time (1st & 2nd year) and part-time fashion courses.

· Compiling the following course material: Pattern making, sewing skills, fabric recognition, history of fashion, famous designers, visual merchandising, body analysis, fashion marketing, fashion consumer demand, fashion research, international fashion marketing, product and design development, clothing production and quality control, fashion retailing and merchandising, fashion buying, fashion promotion.

· Lecturing the above on 1st, 2nd year and part-time level.

· Organising and staging the Annual Fashion Faculty Fashion Show which includes: the sourcing of the venue, lighting, ramp, sponsorships, models, make-up artists, fittings, judges, press coverage, ticket and programme design.

· Running the administrative duties of the Fashion Faculty.

· Assisting in the organisation of other campus functions: Career days, Graduations, Mr & Miss Allenby.

Added Responsibilities:

January 2002, was appointed to run Diploma Administration at Allenby Campus, Bramley.

Duties here included:

· Dealing with student queries.

· Dealing with parent queries.

· Organising timetables for all courses.

· Organising examinations.

· Dealing with full-time and part-time lecturers.

· Dealing with tests/assignments for all courses.

· Organising reports for all students.

SIGNIFICANT ACHIEVEMENTS:

· Developing the Fashion Course, which is now fully functional at 4 of the 5 Allenby Campus's across the country.

· Providing students with a skill, which enables them to become self-sufficient, and giving them the knowledge to work for top designers and fashion retail chains.

JANUARY 1995 - DECEMBER 1998

Company:

Birnam Business College

Position:

Appointed to develop a 1 year Fashion Course

Key Responsibilities:

· Compiling the following course material: Pattern making, dressing dynamics, fashion illustration, quality control, image and business etiquette, visual merchandising, fabric recognition, cut/make/trim production, sewing skills, history of costume.

· Lecturing the above subjects.

· Running the administrative duties of the course.

· Organising and staging the Year-end Student Fashion Show.

· Assisting in other college functions: Graduation, Principal's Cocktail Party, Mr & Miss Birnam.

SIGNIFICANT ACHIEVEMENTS:

· Developing the Fashion Course at 2 of the Birnam College's.

JANUARY 1992 - DECEMBER 1994

Company:

Started my own business (ET INTERNATIONAL)

Business:
A Fashion Design studio whereby exclusive garments for special occasions were designed and manufactured.

Basic and advanced pattern making a sewing courses were run in the evenings.

Key Responsibilities:

· Developing new business through advertising and canvassing.

· Cementing business relationships with suppliers.

· Establishing a close relationship with clients by providing individual, professional service.

· Ensuring the administration side of the business was run smoothly

SIGIFICANT ACHIEVEMENTS:

· Participated in "Fashion Reflections 90's" at RAU for Child Welfare (1990)

· Was a finalist in the "1994 Volksblad/Sanlam Designer Competition" (1994)

