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Christine Sameke
Personal Data:
Nationality:Zimbabwean
Age:23 years
Height:1,6m
Language:English
Visa Status;Visitor'svisa
Professional skills
Communication
Skills/strategy
Front Office
Sales and Marketing 
Customer care
TEACHING
HOSPITALITY
	OBJECTIVE
To obtain a position in a progressive and esteemed organization that will fully utilize my professional skills while giving space for self-development, career growth & experience.
PERSONAL ATTRIBUTES 
· Positive team player with an outstanding work ethic, flexible and dependable 
· Easy adaptation to new activities and eager for new challenges.
· Proven ability to learn quickly, able to prioritize work to meet deadlines.
· Courteous and considerate
· Consistent to duty
· Trustworthy, friendly and approachable
· Well regarded for, written and oral communication skills
Key Qualifications
Financial Accounting –Preparation of financial Statement and balancing accounts.
Management Accounting- use of financial information to enable decision making.
Auditing – Enhance management s confidence that the organization is functioning as intended and to ensure all risks are assessed.
Financial planning and working capital Management – calculation of ratios, analysis of company’s working capital 
Computer-Microsoft word ,MsExcel,Ms Power point,QuickBooks,MsPublisher,Pastel version 12 and 14.
   WORK EXPERIENCE
Multi digit trading(February2013-October2015)Position– Adminstration /Receptionist.
Duties and Responsibilities
Inbound and outbound calling
Switchboard operations.
Filing of invoices ,Reports and company Documents
Clerical support duties including photocopying typing 30 wpm ,filing and Data Capturing.
Setup and maintain paper and electronic filing systems for records,correspondence and other material.
Maintaining clock registers and Recording
Preparing Job cards and ensuring jobs for the day have been executed.
Ordering of material.
Writing Reports and responding to emails.
Petty Cash Management.
Responsible for wage payouts
Debtors Collection
Fixed Asset Reconciliation
Budget preparation Variance analysis
Costing
 Paw paw lodge (December 2012)Position:  Receptionist.
Duties and Responsibilities
Ensuring the Reception area is neat and clean.
Answering calls no later than two rings.
Welcoming guests,informing them of services offered.
Making reservations and ensuring cancelled reservations are noted and recorded.
Receiving packages orders and signing  for them.
Data capturing of customers and supplier's orders .
Managing Billings.
Filling and invoicing.
Building good relations with guests.
Woodmead (February 2012-October 2012)Position :Sales Assistant
Duties and responsibilities
Ensure each customer receives outstanding service by mystery shop standards
Maintain awareness of all promotions and advertisements.
Listening to customer requirements and presenting appropriately to make a sale.
Maintaining and developing relationships with existing customers in person ,via telephone and email.
Execute the daily operational, day-to-day goals and priorities assigned by store management
Monitoring Internal Controls.
Negotiating terms of agreement and closing sales .
Uphold merchandising and store cleanliness standards.
Brand Famirialty.
Building good relationships with customers and Distributors
Creating a vibrant environment for customers.
Data Capturing 
Negotiating with Customers
Taking orders over the phone ,email and in person .
Aid customers in locating merchandise in the store
Answer customer's questions.
Stock management .
Preparation and supervision of inventory counts.
Leap Science and Mathsschool(part time-]
Position:Teacher
Duties and Responsibilities.
Preparing Maths,English and Science lessons
Helping students in the respective studies 
Managed a class of 120 pupils
Designed a method to deliver lessons effectively to the learners by forming groups and providing practical lessons.
Marked learners scripts.
Identifying and dealing with pupils' weaknesses and strengths respectively.
Zouna Catering Services.part time
WimpyRestaurant(SouthAfrica October 2011-December 2011)
Position:Waitress/Hostess.
Duties and Responsibilities
Waiting on and delivering service to my section ranging 4-5 tables.
Greet and seat customers and serve them in a professional manner.
Accurately recording, and picking up all food and beverage orders.
Learn menu items and be able to describe them appropriately to guests. 
Take beverage and food orders and deliver in a timely manner.
Check-in with guests to ensure that everything is going well. 
Clear dirty dishes from table. 
Refill beverages throughout the meal.
Deliver guest’s bill and thank them for dining at the restaurant. 
Work with other servers and be a team player..
Resetting the restaurant and back area as per restaurant standards. 
Wiping glasses, cutlery and crockery.
Attending all training as required by the business
EDUCATION QUALIFICATIONS
2015 Bachelor Of Accounting Science(BCompt) UNISA   Degree
2011 Certificate in Financial Management UNISA   Certificate
2011 Course in Computer Literacy  Computer Academy Certificate
2010 Matric     St Marks High School National Senior Certificate
2008 GSE (Ordinary Level)   Nagle House  GSE Certificate
Interests and hobbies
· Reading
· Travelling
· Swimming
· Inventing Recipes
· Helping pupils academically
· References available upon request


