
Curriculum Vitae of Lee-Anne Meyer
Personal Details
Last name: Meyer


  
First name: Lee-Anne



Nationality: Coloured South African Citizen




Date of birth: 28/10/1979



Marital status: 
Married
Dependants: 1


Address: 11 Abram Katz Avenue, Montana, Cape Town




E-Mail:
leeanne_raubenheimer@yahoo.com
Mobile:
 0646828841
Drivers licence: YES

Gender: Female
Qualifications

APSO entrance exam November 2018 pass mark of 87%

Tourist Guiding Diploma with The Tourist Guide Institute 10 Sept 2008          
Contact person:  Andre de Waal 021-9483441

First –Aid EMT
N.A.C.C.W course completed independence and mastery 2006

N.A.C.C.W course completed youth for youth training    2006

Baby and Childcare Essentials Aupair Course 
Training done at Abucus Daycare Pinelands Vincent Pallotti Hospital April 2002

Galileo Southern Africa First Class and online

April 1999

South African Airways Ticketing and fares no.1

3 Nov 1999

First Aid 



Sept. 1998

Education

Tertiary Education at Cape College Cape Town
Subjects completed and passed 1998 – June 1999

Travel Office Procedures
N4, N5 and N6

Tourist communications
N4, N5 and N6

Tourist destinations

N4, N5 and N6

Travel services


N4 and N5
Secondary Education High Athlone High School

Highest standard passed Matric 1997

Subjects


English, Afrikaans, Geography, Biology & Business economics

Languages


English

 
 
Written & spoken

Afrikaans


Written & spoken

Further skills

Computer skills
 
 
Knowledge of Word and exel

Social Media


Facebook




Pinterest




LinkedIn 

Recruitment system

Rocket

Achievement

Taking ownership of Kickstart International Work Experience after being employed by the company for 1 year.
Work Experience 
Company: Lee Botti & Associates
Date: 28 September 2017 – 31 July 2019
Position: Recruitment Consultant





Scan CV’s and interview prospective candidates




Drawing up assessments of candidates after each interview





Respond to enquiries on a daily bases





Liaise with client regarding the different job specs





Drawing up Ads for new jobs





Referring candidates to clients





Conducting reference checks





Building relationships with clients





Conducting client visits
Completed APSO entrance exam achieved 86%
Reason for Leaving

The commute became too strenuous
Company: Kickstart International Work   Experience and Tourism
Date: May 2011 – 27 September 2017
          


Position:  Operations Manager /Owner
Responsibilities managing the day to day running of the office

Customer service, attention to detail


Developing a good understanding of companies, their industry, what they do and their work culture and environment

Using social media to advertise positions attract candidates and build relationships with candidates and employers

Receiving and reviewing applications, managing interviews and tests and creating a shortlist of candidates for the client

Requesting references and checking the suitability of applicants before submitting their details to the client;

Briefing the candidate about the responsibilities, salary and benefits of the job in question

Scanning CVs and correspondence to forward to clients in respect of suitable applicants

Organising interviews for candidates as requested by the client

Informing candidates about the results of their interview

Invoicing clients

Company: Love Mother Nature Tours  
Dates: September 2008 - 2011

Position: Freelance Tourist Guide & Driver


Establishing client needs


Suggesting tours


Describing different tourist sites to clients

Company: Spirit of Africa Tours
Date: 2011 – 2012

Position: Freelance Tourist Guide




Leading bus groups of young American students to different  




historical sites and educational activities around Cape Town.




Being the point of contact throughout the journey.

Company Aupair in America

Dates: 2009 – 2010 
Position: Aupair

Company: St Georges Home for Girls

Dates: 01 August 2004 – 13 July 2008




       
Position: Youth & Childcare Worker 





Company: Grandwest Casino
Dates: 03 September 2001 – 02 March 2002
Position: Cocktailer Bartender

Company: Kibbutz Yiftah (Isreal)
Dates: 26 March 2000 – September 2000
Position: Volunteer Worker

Keith Dupreez Opticians
Dates: 12 June 1999 – 31 January 2000
Position: Receptionist
Competencies


Time management

Excellent communication skills

Determined

Motivated

Interpersonal skills

People person

Interests 

Reading, cooking and I enjoy  family time.
References


Mrs Sandra Farrenkothen (former owner of Kickstart)
sanfarren@gmail.com
0721145830

Mr Shane Jacobs (former owner of Love Mother Nature Tours)
0827395812

Lee-Anne Meyer  11 Abram Katz Avenue Montana Cape Town 0646828841

