


CURRICULUM VITAE 
OF 
NOKUKHANYA PRECIOUS KHUMALO



	Personal Information:


	Surname

	     Khumalo

	First Name(s)	
	
	     Nokukhanya Precious

	Title
	     Ms.

	Residential Address	
	     J613  Umlazi Township
     Esipokini Road
     Umlazi 
      4066

	Identity No.		
	920611 0526 088

	Cell Number 	
	072 870 2582/ 076 669 6999

	E-Mail Address		
	khanyakhumalo10@gmail.com

	Marital Status      	
	Single

	Gender                            
	Female

	Driver’s License 	
	      C1

	Languages        		
	English	
      Zulu
      Xhosa
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	Educational qualification
	

	SECONDARY EDUCATION
	

	Lusibalukhulu High School
	



2005-2009

	Subjects
Isizulu 
English
Mathematics
Life Orientation
Life Sciences
Agricultural Science

	


	
Tertiary education


	National Diploma Human Resources Management
Coastal KZN TVET College (Swinton Campus)


	SUBJECTS

	Personnel Management N4
	

	Entrepreneurship & Business Management N4
	

	Management Communication N4
	

	Computer Practice N4
	

	Personnel Management N5
	

	Personnel Training N5
	

	Labour Relations N5
	

	Computer Practice N5
	

	Personnel Management N6 
	

	Personnel Training N6
	

	Labour Relations N6
	

	Computer Practice N6
	


	CURRENT STUDIES

	Bachelor of Commerce in Human Resources Management, 
UNISA


	Labour Law IA

	Business Management 1A

	Human Resources Management

	Psychology in work context 1A

	Business Management 1B

	Personality in Work Context

	Financial Accounting


	
	
WORK EXPERIENCE


	
1. Name of Company			: Ithala Development Finance Corporation Limited
Position				: HR Intern
Period				             : (01 October 2015 – 31 March 2017)



Duties:
· Collating Organizational Training Needs; 
· Training coordination in preparation for training programs; 
· Liaising with External Training Providers; 
· Coordinating Business Travel; 
·  Arranging Venues and Refreshments; 
· Controlling incoming & Outgoing Mail; 
· Develop and Maintain Filing System; 
· Order stationery and Maintain adequate stock Levels; 
· Organizing Itineraries and Processing invoices; 
· Compiling Letters and Memorandums for Approval; 
· Prepare timeously relevant documentation for meetings and  Workshops; 
· Assisting Training officers with Work Place Skills Plan compilation and drafting Training and BBBEE reports;  
· Monitoring expenses and charging various departments on training attended; 
· Monitoring use of training equipment; 
· Processing of Study Loans and Bursary Applications; 
· Facilitating and Participating in Career Exhibitions; 
· Attend to Training Queries; 
· Preparing Training Venues and Supporting Training Facilitators.  
· Accurate and up to date activity reports are submitted; 


2. Name of Company			: Ithala Development Finance Corporation Limited
Position				: HR Administrator
Period				             : (01 April 2017 – 31 March 2019)
Duties:
· Ensure recruitment requisitions are attended promptly and action taken within 3 days; 
· Develop Job Advertisements and advertise positions; 
· Liaising with recruitment agencies for recruitment adverts;
· Ensure Summary lists are done for all advertised positions & sent to line Manager; 
· Ensure the recruitment and retention of critical skills;
· Screening of Candidate Applications;
· Scheduling interview appointments or inviting shortlisted candidates for interviews;
· Booking interview venues and arranging itineraries;
· Compiling interview packs and distributing to the panel day before the interview using appropriate confidential means;
· Conducting reference and background checks of candidates;
· Drafting interview questions for new positions for approval by the relevant manager;
· Drafting appointments letters for approval;
· Order stationery and controlling incoming and outgoing mail;
· Compile HR Monthly Reports; 
· Ensure LLF and Wage Negotiations Admin always up to date;
· Record and allocate cost centre codes to all invoices received from advertising agencies.









	
REFERENCES


		
1. Name					: Mr. SB Dube
    Position					: HR Manager
    Company					: Ithala Development Finance Corporation
    Contact Number				: 0849277538


	
2. Name	   :  MR AM Nxasana
    Position					: Training Officer (Mentor)
    Company					: Ithala Development Finance Corporation Limited
    Contact Number				: 031 907 8607


	
3. Name	   :  Mr B Scheepers
    Position					: Training Officer
    Company					: Ithala Development Finance Corporation Limited
    Contact Number				: 031 907 8955







