Confidential Resume of

Sthembele Mabija 

Mr Sthembele Mabija

NY 11 No 145 Malunga Park
Gugulethu, Cape Town
APPLICATION: HR Administrator/Assistant
I have 17 years’ experience in various HR environments and positions, with a strong focus on HR administration. My experience has covered the full spectrum of human resource activities, including recruitment, onboarding, payroll, industrial relations, statutory reporting, terminations to mention a few. 
I am highly computer literate and I have worked with HR Focus and had some VIP Payroll System experience. I am highly organized by nature and have a strong work ethic. I pride myself on being deadline driven, punctual and goal driven.

I am flexible and adapt easily to new environments and systems. I believe in continuous learning in order to keep abreast of the ever-changing labour environment in South Africa.
My availability is negotiable. Please feel free to contact me on 074 959 3388 or via email at stheannou@gmail.com should you require any further information.
Please find my CV below for your perusal.

I would welcome the opportunity to discuss my experience with you further.

Yours sincerely,
Mr Sthembele Mabija
PERSONAL DETAILS 
Contact:



+27 74 959 3388 




+27 66 001 4764 (WhatsApp)
Email:



stheannou@gmail.com

Nationality: 


South African
EE Status:


African Male
RSA Identity Number: 

770501 5365 080
Marital Status: 


Single 
Languages: 


Xhosa (home language) 
English, Zulu, Afrikaans, Sotho
Availability:


Immediate

Linkedin: 


https://www.linkedin.com/in/sthembele-mabija-933ab453 
CAREER OBJECTIVE 

To secure a position in a high growth company with advancement opportunities 
CAREER DETAILS 
CAREWORKS (PTY) LTD (20 OCT 2014 TO 30 SEP 2020)

CONTRACT EVENT BASED – HUMAN RESOURCE ASSISTANT TO THE HR MANAGER

· Recruitment 
· Drafting vacancy adverts and advertising positions
· Short list candidates according to specific job requirements
· Arrange interviews ensuring background and reference checks when needed
· Conducting interviews
· Draft letters of offer and employment contracts
· Prepare new employee files and maintain an up to date list of active staff
· Liaise with department heads regarding changes in their regions
· Prepare payroll reflecting all changes accurately, collecting relevant document for payroll;
· Time sheets

· Leave forms

· Any other relevant documentation such as promotion letters etc
· Maintain staff files
· Maintaining Employment Equity spreadsheet for reporting

· Assist with data compilation of various statutory and internal reports
· Keep an up to date Employment Equity spreadsheet 
· Keep an up to date Skills Development spreadsheet
· Assist in Human Resource Inventory Database (HRID) report 
· B-BBEE reporting requirements 
· Assist with on boarding administration of staff
· Requesting of completed personnel details forms
· Requesting of bank letters
· Requesting of clear ID copies
· Ensure all new employees report for duty  
· Draw up warnings 
· Assist with exit administration of staff
· Get exit dates and exit letters from Managers or staff
· Coordinate return of company property

· Ensure that all documentation is received for final payroll run

· Draw up letters of service and UIF documentation
· Assist employees with their HR related issues
· Take meeting minutes as and when required

· Assist HR Manager with various HR projects and ad hoc duties 
Reason for leaving: Contract came to an end
TRAFFIC MANAGEMENT TECHNOLOGIES (TMT) (DEC 2012 – JULY 2014)
TEMP – HUMAN RESOURCE ASSISTANT: 
Administration
· Compile and prepare reports pertaining to personnel files 
· Assisted with interview scheduling and observed interviews
· Filing and maintaining a spreadsheet of personnel files and their contents 
Recordkeeping
· Prepare new and existing personal information on the Biometric system 
· Track staff attendance and time off 
· Store employee information confidentially and accurately in secured files and computer system
· Monthly auditing of files and updating new personnel information
Training
· Drafting of Training minutes and distribute to concerned parties
· Prepare agendas for next meeting
· Gather course material on requested training and present in the meeting
· Making sure that training required is in line with duties of what the employee is currently doing
· Making sure training commences at Training Committee approval
Biometric
· Tracking of employee attendance, i.e. time in and time out
· Prepare weekly and monthly reports and email to Line Managers
· Manning the Biometric system daily by doing necessary processes and updates
Filing 
· Auditing of personnel files (monthly) 
· Availability of files in each folder 
· Sorting as per department 
· Use of VIP Payroll system – check terminated and current employees
· Capturing leave on the VIP Payroll System 
· Ad hoc duties as required
Reason for leaving: Temporary position – contract ended
PATHCARE N1 CITY HEAD OFFICE (APR 2006 TO MAY 2012)
HUMAN RESOURCES ADMINISTRATOR (2008 – 2012) 
· Administer queries on the system (HR Focus, Green Pages and HR Help)
· Administering HR Focus system, i.e. troubleshooting leave balance queries
· Payroll sorting and capturing 
· New applications
· terminations 
· Movements between branches
· Deal with leave applications and queries
· Capturing incoming payroll mail on a spreadsheet
Terminations 
· Making sure leave is up to date
· Ensure correct leave payouts 
· Check for any Ex-Gratia payments due
· Payroll administration and processing  
· Worked on various projects – created a Project Management System using MS Excel 
· Ad hoc duties;
· Troubleshooting, computers, printers and photocopy machines
· Filing
· Opening new files for new employees 
· Updating employee’s information
· Record keeping of all employees files
Reason for leaving: Resigned to study further 

LUMKA GALLANT HR SERVICES (JAN 2000 to MARCH 2006)
Company involved in HR Consulting, Temporary and Permanent Placements, Contract Labour and Mass Recruitment 
HUMAN RESOURCES ADMINISTRATOR, HR MANAGING DIRECTOR ASSISTANT
· Provide administrative support to the Managing Director 
· Attending to clients and candidates 
· Data capturing on MS Excel
· Sending and receiving faxes and distributing 
· Photocopying
· Screening and typing CVs for available positions 
· Scanning of CVs from database and shortlisting of available candidates with relevant experience for submitting to clients 
· Helped in creating payroll system database on MS Excel
· Data capturing on contract workers’ and temps’ timesheets and setting up pay slips 
· Trouble shooting our computers and network cables and installing new software as needed
· Manning the office in absence of the Managing Director 
· Interviewing candidates and screening CVs 
· Telephone liaison with clients and sometime on face to face basis
· Administrative duties
· Filing
· Typing
· Photocopying
· E-mailing 
· Switchboard operating using Calypso Business Solutions with 3 lines and 8 extensions
· Travel and accommodation arrangements 
· Maintenance of stationery and ordering
· Companies liaison with
· Eskom, Nampak, Parliament, Woolworths, Old Mutual, Robin Island, SABC etc
Projects involved in:
· Creating database for candidates for a tender from Eskom (2003 to 2004)
· Data capturing, updating their information and application 
· Dealt with timesheets and payments 
· Dealt with difficult candidates 
· Updating database at a tender project in Franschhoek for Berg Water Project (2005)
· Capturing and updating and correcting application and information
· Dealt with clients
· Help with recruitment 
· Screening candidates 
Reason for leaving: Better prospects (offer from Pathcare)
SOUTH AFRICAN POST OFFICE: (JUL 1999 TO JAN 2000 – TEMP POSITION)
CONTRACT: ACCOUNTING OFFICER 
· Data capturing using MAPKAS (company account package)
· Meeting deadline
· Check all credit accounts
· Ensure correctness 
· Reconciliation of accounts 
· Filing system administration/archives (date-data type)
· Administration duties 
Reason for leaving: Contract position
INDEPENDENT ELECTORAL COMMISSION: (MAY 1999)
CONTRACT: CALL CENTRE OPERATOR (HEAD OFFICE)
· Client liaison over the phone 
· Check if whether voters appear on the Voters Roll on the computer 
· Assisting voters in where to go and vote 
Reason for leaving: Contract 
CAPE SUN INTER-CONTINENTAL (1997 TO 1999)
TEMP
· Banqueting Porter and then Waiter 
Reason for leaving: Temp
DUENS BAKERY (JUN TO SEPT 1996)
TEMP: PACKER ASSISTANT 
· Assisting in packing cakes, pies, biscuits etc 
Reason for leaving: Temp
EDUCATIONAL DETAILS 

Grade 12, Maitland High School, 1996

International Diploma in Computer Studies, Choice – 1 Training Centre, 1998

(Cobol Programming Introduction (Flowcharts)

Personal Computer Competency End-User Course)

Technical Computer Diploma (A+ Technician), ComTech Training Centre South Africa, 1998
(PC Upgrading, assembling and configuration, diagnose, troubleshooting hardware and software, installation of Dos 6.22, Windows ’95 and XP, Windows Networking, installation of CD ROMs, Soundcards, Multimedia Software, installation and administration of Windows NT 4.0, setting up modems, internet connections and installation of local networked printers)

Human Resources Management Course – Cape Peninsula University of Technology, 2013 

Certificate in Business Communication – Cape Peninsula University of Technology, 2015
INTERNAL COURSES

The Business Environment Skills Training Programme, October 2018
First Aid – Level 1 (Dynamikos), July 2018 (Valid until July 2021)

MS Office Certificates (MasterGrade IT), 2017
SA Host, Nov 2009


Business Ethics & Professionalism, Oct 2007

First Aid – Level 1 (St. John Ambulance), May 2007 (Valid until May 2010)

Health and Safety Rep Training, Nov 2006

Industrial Relations for Employees, Aug 2006

Performance Management Phase 1, Jun 2006

Pathcare HIV/Aids Training, Apr 2006
COMPUTER LITERACY

MS Word, MS Excel, MS PowerPoint, MS Access, MS Schedule Mail, Internet and MS Outlook 

CAREER EXPERIENCE PACKAGES

MS Word, MS Excel, MS PowerPoint, Internet and MS Outlook, HR Focus System, VIP Payroll System
RECOMMENDATIONS: Linkedin

Collin Zenda

Assistant Accountant, PathCare (colleague) worked with him:

I was impressed with Sthembele's enthusiasm, communication skills and professional demeanor when I worked with him four years ago within Pathcare. He has my highest recommendation

and I heartily endorse him for any HR role.”

Lorraine Lumka Gallant

CEO, Lumka Gallant HR Services (colleague) managed him:

“Sthembele is a reliable and professional HR official who is meticulous and dedicated to his work. He reported directly to me between 2000 and 2006. I recommend him for related opportunities of career advancement.” 

Heidi Thompson

Consultant, HR Outsourced Solutions (business partner) was with another company when working with him:

“From what I have seen, I believe he is ambitious and will go far.” 

REFERENCES 

Mrs. Jennifer Boonzaier   

CareWorks (Pty) Ltd: Human Resources Manager
021 673 5300 / 082 413 4351

Email: jenniferb@careworks.co.za 
Mr. Shane Solomon   
Former TMT Services Employee: Human Resources Coordinator 
021 929 5300 / 082 213 7396

Mrs. Susan Mfeka

Nampak: HR Manager (Worked at TMT Services)

082 489 1808

Mr. Hassan Mohamed    
Pathcare: HR Manager
Tel: 082 466 0660
Email: hassan@pathcare.co.za
Mrs. Lumka Gallant    
Lumka Gallant HR Services: Managing Director
Email: lumkalorraine@gmail.com
079 468 1627
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