




Nirmala Govender 
84 Herman Drive 
Moorton

Cell: 084 066 9733
Email: nirigovenderzn@gmail.com

12 June 2019


Attention:  To whom It May Concern 

Dear Sir / Madam,

I have 23 years’ vehicle rental experience with managing staff, fleet, administration and clients. 

I am a highly motivated and hard -working individual and always striving to learn and enjoy challenges. I pride myself in keeping to deadlines. I am efficient and always pay attention to detail.

I am available immediately to commence work and have my own vehicle.

Please find attached my curriculum vitae, with detailed information and would appreciate being considered for an interview should a vacancy arise pertaining to my experience and skills.

Thank you 

Regards

Niri Govender
[bookmark: _GoBack]























CURRICULUM VITAE


OF

NIRMALA GOVENDER










PERSONAL DETAILS


	FIRST NAME
	:
	Nirmala  (Niri)


	LAST NAME
	:

	Govender


	ID NUMBER
	:

	740728 0048 083


	CELLPHONE NUMBER                            

DATE OF BIRTH
	:

:
	084 066 7933

28 July 1974


	NATIONALITY
	:

	South African 


	MARITAL STATUS
	:
	Married

	
DEPENDENTS 

	
:
	
2

	DRIVERS LICENSE
	:

	Yes (Code 8)

	HOME LANGUAGE














	:
	English
















	







SECONDARY EDUCATION
	







:
	







Asoka Secondary School

Grade 12 

	
	
	



	



TERTIARY  EDUCATION

 
	



:
	



Rands Afrikaans University

Diploma in Road Transport – Freight – 2001






CERTIFICATES				       :	Dept. of Education and Culture – computer Literacy – 1992
					       :    Telkom certificate – telephone – 1996
       :	Carrier Transicold – Operation of Carrier Unit 750 supra - 2005
					       :    Road Traffic legislation workshop – 2006
       :	Super Group Microsoft Excel Intermediate User – 2006
					       :	Super Group Microsoft Excel Advanced User - 2006
					       :	Vetta Communication – Managers workshop 16 hours – 2007	            			       		       :	Road Traffic legislation workshop - 2007
					       :	Road Traffic legislation workshop – 2008
					       :	Super Group Managers and Supervisors Workshop – 2008
					       :	Anchor Africa Group – Customer Relations 2010
					       :	Anchor Africa Group – Time Management 2010
					       : 	Anchor Africa Group – Management Development 2010 
					       :	Road Traffic legislation workshop 2014




	COMPUTER SKILLS
	:
	Microsoft Word 
Microsoft Excel
Microsoft PowerPoint
Internet 
Email




CAREER HISTORY TO DATE

	COMPANY NAME
	:
	Super Rent 


	PERIOD OF EMPLOYMENT
	:

	3 July 1995 - 28 February 2019

Girl Friday                            - 1995 to 1997
Branch Secretary               - 1997 to 1998
Operations Clerk                - 1998 to 2000
Branch Operator                - 2001 to 2004
Branch Manager                - 2004 to 2009
Reg.  Branch Manager      - 2009 to 2014
Reg. Operations Manager- 2014 to 2016

	
CURRENT POSITION HELD
	
:

	
Regional Branch Manager

	DUTIES
	:


	Manage 3 branches, PTN, Richards Bay and PMG in terms of:
· Operations
· Fleet 
· Staff
· Sales


	JOB DESCRIPTION

































	:































	 -Managing the daily operations
 -Dispatch and collection of vehicles
 -Invoicing to clients
 -Managing the process of Breakdowns with clients
 -Manage fuel, allocation, ordering and payment
	-Check yard list and security sheets – weekly

	-Manage staff, drivers, general workers
-HR input, recruitment and performance appraisals

	-Check and monitor all costs to a minimum

	-Manage the process of the fines

	-Manage the process of the insurance and accidents

	-Manage reconciliation of country trips and petty cash

	-Manage and control damages-until vehicle is repaired

	-Manage the fleet – cosmetics / image

	-Authorisation of credit requests

	-Manage and control manual rental agreements/register

	-Manage and control services

	-Manage and control C.O.F.s

	-sign/process all creditors invoices

	-Manage and control all run-arounds

	-manage sub-rentals

	-branch visits monthly to Pmb and Rich Bay

	-Chair client, branch and sales meetings
-Involved in Group and external audits of the branches

	

Sales portfolio 
-Managing and analyzing the daily sales calls and planning
-Visiting clients with sales executives and “house” accounts
-Pricing/facilitating quotes to clients, following up and      feedback
-Managing 5 x consultants
-Managing the debtors master – keep accounts current
-Finding and processing new accounts
-Building partnerships with clients
-Managing the process of opening new accounts – debtors
-facilitating commission input





	     REASON FOR LEAVING
	:
	Resigned – New Challenge and Growth



  REFERENCE				    :     Mrs. Bev Butt – 082 840 1651

*************

	COMPANY NAME
	:
	Shelving Natal


	PERIOD OF EMPLOYMENT
	:

	1993 to 1994

	POSITION HELD
	:

	Secretary / Receptionist

	DUTIES
	:


	Switchboard
General Administration
Quotations



	REASON FOR LEAVING
	:

	Career Growth


**************

Skills and Attributes
· Good written and verbal communication
· Work well with a team
· Problem solving 
· Able to lead and manage a team
· Independent with a positive attitude
· Honest and trustworthy
· Good time management skills
· Pay attention to detail
· Self-driven
· Organised
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