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CURRICULUM VITAE

Date Of Birth:
8 Aug 1974

Education


Qualifications

University of Natal

Durban, South Africa

Bachelor of Arts (BA) : 1995  - Majors : History, Psychology

 

University of Natal 

BA (Honours) - History : 1996

University of South Africa
Research Methodology in Psychology

(Degree incomplete -2001)
Community Psychology 

Employment









Don Africana Library : Library Research Assistant 

(March 1997 – December 2001) 






Overview

Assisted public, private and academic researchers with diverse information needs in a closed access, never-weeded, extensive collection of Africana ranging from ancient, rare, original maps to colonial records, to 20th and 21st Century books, periodicals, journals, newspapers (print and microfilm) on archaeology, history, literature, transport, medicine, politics, and law (law reports, govt. gazettes, white papers, commission reports, Hansards, etc).  Recorded and monitored library and product usage statistics, accession of new acquisitions, cash float control and email and telephone responses to research queries.

KwaMuhle Museum (Local History Museums, Durban, South Africa): 

Research Officer

(January 2002 – January 2004)

Overview

Archival, field and oral research (interviews, artefact collection) into local history topics, forming the basis of the texts underpinning museum exhibitions, and enhancing museum collections and archives.  Conducted guided tours of the museum from large school groups to visiting foreign individuals and dignitaries.  Underwent St Johns Ambulance First Aid training in September 2003.

Telewest Broadband, Telewest Communications Group Ltd, Dudley, West 

Midlands, England, UK: Customer Service Representative 

(August 2004 - November 2004)

Overview

This was a call centre position, dealing with after-sales service.  I handled telephonic queries, complaints and service such as administrative adjustments, varying methods of payment, upgrades, downgrades and instant activation and de-activation of telephone, television and broadband Internet facilities provided by Telewest Broadband.  The role required extensive, in-depth knowledge of company products and policies, use of the intranet and Internet as well as computer-based communication media. 

Management College of Southern Africa – MANCOSA, Durban South Africa

Resource Centre Assistant

(October 2005 –April 2006)

Quality Assurance Officer/HR Officer

(May 2006 – Present)

Overview

Co-ordinating the activities of the Resource Centre involved a team effort with the Head Librarian: accessioning new book stock & recording onto the network database; assisting MBA students with enquiries on site, telephonically and via email; during Dec-Jan the Head Librarian and I overhauled the existing storage and retrieval system.  My suggestion of an electronic loss control system was implemented by College Management as a long-term means to improve profitability.  

My role in the Quality Assurance Department involved a variety of functions –  Secretary to the Management Committee; drawing up meeting notices and agenda;  organising meetings, recording and disseminating minutes; monitoring meetings and minutes of 22 Committees within the institution; assisting the Director in the review and development of policies, procedures, rules and evidence integral to the functioning and credibility of the institution. 

My HR function involved the processing of staff statistics such as attendance, leave and job status.  I reviewed and assisted in implementing company policy within the ambit of labour legislation.

My current function as Academic Consultant involves administering student assignments, workshop venues, liasing with lecturers and tutors; and offering pastoral care, advice and support to a diverse range of MBA students, from MNC and government executives to graduates seeking to improve their qualifications.

Other Information

I am P.C. literate, I touch type and I am conversant with the following applications:

•
MS Word, Excel, PowerPoint

•
Corel WordPerfect, QuattroPro, Presentations

•
Email using Outlook, GroupWise (Corporate) and web-based email

•
The Internet (& Intranet applications, CD Rom-based applications such as NISCDisc)

I have received certified training in the following courses under the auspices of the Durban (eThekwini) Municipality:

Serving our Metro Customers (Customer Service)

Assertiveness Training

Personal Empowerment

