Curriculum Vitae of Melissa Leandra Anthony

25 Spoorlyn Road Westcliff
Chatsworth, Durban, South Africa 4092
   Phone: 031 4035576
 Mobile: 0714288300
anthony.leandra@gmail.com

Education
2018 -2019                          MANCOSA
                                   Master of Business Administration
                                    
Strategic marketing management 
Information and Knowledge Management
Human Resource Development
Operations Management
Managerial Economics
Financial Management
Research and Quantitative Methods
Strategic Management
Leadership 
Dissertation Talent Management

2020                           MANCOSA
                                   Master of Business Administration                                    

2013		           University of KWAZULU- NATAL			
			Bachelor of Social Science Honours
			Specialization: Psychology
			
2008 - 2011		University of KWAZULU - NATAL
			Bachelor of Social Science
			            

2004 - 2006		University of Zulu Land
			Bachelor of Arts Theology

1999- 2003                 Westcliff Secondary School
                                     Grade 12      
                                   School Prefect
Employment History                        

18 June 2018 current (Administrator) REGIONAL ELECTRICAL CONTRACTORS

Responsibilities and skills acquired
· General admin  duties
· Liaising with clients and suppliers
· Purchasing and receiving
· Stock control
· Quality control
· Health & Safety Officer, maintained records
· Quotes, invoicing

30 January 2017- May 2018 (Lecturer), PAX COLLEGE

Modules Taught: Labour Relations N6, Labour Relations N5, Personnel Management N4, Educare Didactics N6, Educare Didactics N5, Educational Psychology N5 and Education N4, DAY CARE COMMUNICATION N5

           Responsibilities and skills acquired
· Develop and implement daily lesson plans
· Prepare, administer and grade tests and assignments in order to evaluate learner’s progress.
· Offer individual guidance and counselling to students with personal problems.
· Presentations
· Plan workshops
· Invigilate DHET exams 

February 2016 (Educator), KINGSWORD ACADEMY SCHOOL
			          Permanent Post	
			         Grades 1- 5and 7(Creative Arts)	
      Subjects Taught: Math’s, English, Afrikaans, Life Skills         
      Creative Art   (Caps Curriculum)                                                                                                                                                                   
                     

Responsibilities and Skills acquired

· Develop and implement daily lesson plans.
· Referrals to Psychologist.
· Prepare, administer and grade tests and assignments in order to evaluate learners' progress.
· Provide a variety of materials and resources for children to explore, manipulate and use to facilitate learning. 
· Observe and assess learner interactions during class lessons.
· Confer with parents/guardians, teachers and in order to resolve student's behavioral and academic problems.
· Documenting learner performance.
· Adapt teaching methods and instructional materials to meet students' varying needs and interests.
· Fostered a classroom environment conducive to learning and promoting excellent student/teacher interaction.
· Meet with parent/guardian to discuss learner progress.
· Offer individual guidance and counseling to learners with academic or personal issues.
· Prepare learners for later grades by encouraging them to explore learning opportunities and to persevere with challenging tasks. 
· Use computers, audiovisual aids and other material to supplement and facilitate learning.
· Prepare and implement remedial programs for students requiring extra help.
· Planned and supervised group excursions.

Additional Responsibilities:

· Aid in filing of documents
· Assisting in ground duty and extra-curricular activities. 
· Inventory, ordering and issuing of classroom equipment and support materials.
· Serve on committees as requested.
· Attend  workshops 
· Assist with preparation of School Timetable 

2014 March -December 2015 Educator, IMPACT CHRISTIAN ACADEMY
                                                Grades 2-3 (PACES)
 			         Assess academic performance, counselling, reports
			         Plan and supervised extra- curricular activities, 
                                           Administrative duties

	2014 June CHATSWORTH COMMUNITY CARE CENTER
			Volunteer

                                   Counselling and administrative duties.
2012 October - 2013 January Educator, Babies and Children’s Paradise 
· Age group 4-5years
· Plan lessons and educational activities
· Assess hand eye co-ordination and fine motor skill.
· Perception and language development  
· Plan and supervise extra- curricular activities.    
2011 September - 21 September 2012 INTERNSHIP, MC CORDS Hospital

· Assist in cognitive assessments
· Assist in counselling
· Flying with the Air Mercy Services into rural hospitals to
· Assist in counseling and assessments
· Assist in play therapy for kids
· Provide support for first time mothers by going into 
· Theatre to normalize fears of the birth process
· Ward rounds which involve play therapy with the kids in
· Pediatrics, engaging in educational activities and 
· Providing support to patients
· Adams mission counseling
· Assist with assessments for HIV patients  
· Answering the telephone and scheduling appointments
8 September - 23 September 2011 Receptionist, Brooklyn Engineering
· Temporary Managing switchboard
· Quotes
· Job orders
· Filling
· Emailing and faxing


2007 - 2008 January Educator, Son- Shine Patch Pre-school
                                   
· Age group 2-3 years
· After care 7-11years                                               
· Prepare lesson plans teaching and assisting with homework
· Organizing age appropriate activities
· Aftercare arts and crafts

Extra Courses Attended

1 June 2019 Basic First Aid and CPR

January- March 2012, Open Door Crisis Center
· 12 week foundational counselling and victim empowerment course 
· Lay Counsellor

3 February- April 2012 Harvard Medical School
· Basic training in HIV Prevention, Diagnosis,
· Treatment and Management                                       
Skills
Personal Skills

· Leadership skills
· Time Management
·  Communication skills
· Strategic Planning
· Interviewing
· [bookmark: _GoBack]Research Quantitative and Qualitative 


Computer Skills

· MS Office - Preparing written documents, proposals and specifications in Word, PowerPoint,  emailing and excel

Office Skills

· Office and records management,  administration 
· Problem solving, planning, and organizing job tasks.

License

· Permanent South African Driver’s License
Referees
Mr. V. Sarawan
Principal
Kingsword Academy
Email: kingsword.academy@yahoo.com
Telephone: 031-4091281

Mrs. Marlize Fenner 
Principal
Impact Christian Academy
Telephone: 031 - 4690789   

Mrs. Sally Childsmith
Principal 
Babies and Children Paradise
Telephone: 0723805645


Mrs. Sally John
Psychologist
MC Cords Hospital
Telephone:  0849260147


Mr. Dave Blackler
Manager
Brooklyn Engineering
Telephone: 031 4682307


Mrs. Judy Hawker
Principal
Son-shine Patch Pre- school
Telephone: 0314640061

Mr. Robbane Govender
Manager
PAX College
Telephone:  031 309 7954 

Mr. Emmanuel Anthony
Manager
Regional Electrical Contractors
Cell: 0845013567


Certificates and reference letters available on request
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