
PERSONAL DETAILS

Name
:
Tania Von Bargen
Nationality 
:
South African 
Residential Area
:
69 Santa Fe, 25 Suikerbekkie Street, Bromhof, Randburg
Drivers License
:
Code 08 – Own Transport
Identification Number
:
711229 007608 8

Nationality
:
South African

Home Language
:
English (read, speak and write)

Other Language
:
Afrikaans (speak)

Contact Numbers
:
082 900 1051 or 081 371 6599

E-mail Address
:
supabod01@gmail.com

Notice Period
:
Immediately was retrenched on the 20th of December 2019
EDUCATIONAL QUALIFICATION

Last school attended 
:
Queensburgh Girls High – Durban 

Highest grade passed
:
Matric (1990)

SUBJECT PASSED
Subjects 
:
English, Afrikaans, Biology, Accountancy, Geography 
 

and Mathematics

TERTIARY QUALIFICATION

Qualification
:
Diploma (Elementary Executive Secretarial)
College attended
: 
Durban Business College (1991 – 1992 one-year course)

Physical address
: 
300 Smith Street, DURBAN, 4001 

Subjects for diploma
:
Public & business relations, typing, computer literacy, 


shorthand, modelling, secretarial skills, communication & 

law

WORK EDUCATIONAL QUALIFICATIONS

06 & 07 November 2019 - How to Tender 2-day training course – ATIO Corporation (Pty) Ltd

February 1999 - Effective Speaking & Presentations Programme - Maurice Kerrigan Presentations

WORK ACHIEVEMENTS
April 2009 to December 2019 - Occupational Health & Safety Representative - ATIO Corporation (Pty) Ltd
August 2012 – ATIO Employee of the year – ATIO Corporation (Pty) Ltd - Corporate Division

July 2011, July 2010 and December 2009 – Employee of the Month - ATIO Corporation (Pty) Ltd
2004 – Employee of the Year - International Healthcare Distributors (IHD)
PERSONAL ACHIEVEMENTS
Virgin Active Group Exercise Instructor - 2020 - Level 1 CPR Certificate, Active Band, Ride Refresh, An Indoor Cycling Master Class and Last night a DJ saved my class.  April 2018 – GMCA Fit - ICG Wattrate Power 1 Coach by Colour. 2017 - Advanced Ride Certificate and Splash. 2015 - Grid

2002 - Bodyline Fitness Foundation - Fitball/Stability Diploma

2000 - Cycle Lab - Level 1 Spinning Diploma 

BODYBUILDING
2004
08 & 09 October - WPF Welkom Classic – 2nd Place

25 September - NABBA South African Championship – 2nd Place

17 – 20 September - IFBB Ladies Bodybuilding World Championships - St Suzanne Spain Got through the first round

10 & 11 September - IFBB South African Championship - 5th Place
04 September- IFBB Central Gauteng Championship – 2nd Place 

2003 (Middle Weight)

27 September - NABBA South African Championship – 1st Place
12 & 13 September - IFBB South African Championship – 2nd Place
07 September - IFBB Central Gauteng Championship – 1st Place Provincials Colours

ES

SKILLS / COMPUTER PACKAGES
:
Office 365, Visio, Windows 2010, Sage 300, Asset Management, ACCPAC, Microsoft Visio, Lotus Notes (RMB Private Bank). Microsoft Vista. Microsoft Access, Microsoft Word, Excel, Outlook and PowerPoint, Delta Store, Heat 2000, Cognos, Corel 8 (WordPerfect, Quattro Pro and Presentation), Dbase, Lotus 1-2-3, Harvard Graphics, Draw Perfect, Microsoft Dos, Pastel, Eppix (Vodacom); Rightfax (Vodacom); Bats (Vodacom) and ITC (Vodacom)

HOBBIES
Spinning; gym; reading up on health issues, helping people with training programmes; diets and supplementations. 
EMPLOYMENT HISTORY

Company Name - ATIO CORPORATION (PTY) LTD
Nature of the Business - Information and Communications Technology Services

Employment Period - 10 Years, 7 months, and 22 days
Employment Date - 03 June 2019 to 20 December 2019 
Position Held - Service Support Coordinator
Reason for Leaving - Retrenched due to liquidation
Tender Duties

· Monitoring all relevant bid/tender portals 

· Coordinating the tender/bid review process Scheduling internal and external briefing sessions

· Coordinating all communication

· Managing internal deliverable timelines/deadlines

· Diary management: document and pricing reviews/sign-off by EXCO

· Liaising with all services and management disciplines related to tender/ bid deliverables

· Maintaining tender register and reporting administration 

· Managing and maintaining the ATIO Bid Office email box

· Document preparation - stationery, files (hard and soft copies)

· Standard Bid document completion and sign-off 

· Maintaining tender repository folders

· Proofreading, standardization, and version control of proposal documents 

Service Support Duties

· Weekly / Monthly service support meeting review 

· Administration duties

· Managing and maintaining the Service Support mailbox  

· Maintaining all company supporting documents required for tender purpose


· Book/schedule meeting room venues and conference calls

· Document Management 

· Proposal Management 

· Preparing and maintaining relevant templates

· Proofreading, standardization, and version control of proposal documents 

· Assisting KAM’s and CSM’s with final document/s to the customers 

· Assisting with drafting and compiling of Sales related presentations

Employment Date - 28 April 2009 to 31 May 2019
Position Held - Executive Personal Assistant to CFO & HR Director.  Assisting CEO, Managing Director and Corporate Attorney

Reason for Transfer – CFO passed away transferred to another division
Facility Management Duties

· Making sure the supplier/vendor contracts are completed and update (hard and soft form)

· Receiving quotations and invoices from suppliers/vendors

· Raising purchase orders and making sure the supplier/vendors are paid on time as per their agreement

· Controlling and maintaining the access systems for the building/s. Making sure the access system is up running and updated with the new version

· Controlling and maintaining the CCTV systems for the building/s.  Making sure the CCTV system is up and running daily.  Making sure the latest version is installed.

· Investigating any theft within the company and reporting back to the Manager/Director

· Controlling the allocation of parking bays within the basement of the building/s.  Making sure the Employees are been charged for it

· Controlling and coordinating maintenance for the building

· Working with the landlord on various issues 

· Making sure a new staff member has equipment and access when they join the company

· Making appointments and receiving data cabling quotations.  Running with the project/s from the beginning to the end

· Completing daily and monthly inspections of the building/s and recording it

· Making sure the generator is well maintained and ordering of diesel

· Scheduling repairs and maintenance (during or after hours) 

· Ensuring the building/s compliance with health and safety standards 

· Meeting with Health and Safety audit team every month

· Making sure the costing is costed to the correct cost centre

· Downloading budget from ACCPAC

Asset Management Duties

· Ordering computer hardware and software from suppliers/vendors

· Coordinating and planning new laptop equipment from the rental supplier

· Completing and following up on insurance claims with regards to laptop equipment been stolen

· Completing Capex forms and attaching the relevant documentation

· Keeping the Assets Management database up to date

· Maintaining 306 3G accounts (includes monthly expense reports per division to finance, complying reports, troubleshooting, blocking and unblocking soft-locks, sim swaps, upgrades, cancelling of lines, ordering new lines, purchasing hardware, updating firmware on devices, dealing with the corporate call centre and corporate accounts department)

· Keeping asset management registers up to date

· Controlling and distributing of ATIO’s assets (desktops, laptops, computer equipment accessories, 3G sim cards, 3G devices and access tags)

Executive Personal Assistant and HR Duties

· Coordinating monthly board meetings (booking of the meeting room, inviting the relevant board members, refreshments, and catering)

· Receiving Managing Director’s finance management reports monthly, check fonts, alignment, and line spacing

· Compiling board packs and distributed them to the relevant board members

· Coordinating quarterly induction session for all new staff members – updating the CEO, CFO and MD’s presentations, booking meeting rooms, inviting the new staff members via Outlook, and arranging refreshments and catering

· Organising farewell dinners and gifts for Exco members

· Distributing monthly management reports to the MD and Line Managers

· Distributing weekly debtor’s reports to MD, Line Managers and Sales staff

· Ordering and distributing stationery for Corporate, Finance, Marketing and HR departments

Financial Duties

· Assisting the FD with quarterly and annual financial reports, presentations, and annual budgets

· Handling monthly expense claims for company credit card

· Booking staff members for relevant seminars and courses

HR Duties

· Assisting the HR Director with monthly board reports

· Raising purchase orders for the training session (internal and external) make sure payment is made before training

· Booking the boardroom for the HR Manager 

· Compiling annual remuneration letters
Corporate Attorney Duties

· Assisting with the filing and archiving of Customer SLA contracts

· Helping with aligning the company policy documentations

· Working with private and confidential contracts

Office Duties

· Diary management

· Handling sudden and unexpected situations

· Archiving old Supplier and Customer contracts

Travel Arrangement Duties

· Travel arrangements locally (flights, car hire and accommodation) for the HR team, Marketing team, Finance team, CFO and HR Director
Company Name - RMB PRIVATE BANK
Nature of the Business - Banking

Employment Period - 1 Year, 5 months and 19 days
Employment Date - 01 November 2007 to 20 April 2009
Position Held - Executive Personal Assistant to Segment Head.  

Assisting CFO, Operations Manager, Divisional Managers, 5 Divisions and Royal Bank of Scotland International (RBSI)

Reason for Leaving - No growth opportunities due to recession all the positions within the bank being frozen

Duties:

Coordinating Duties
· Coordinating Segment awards evenings, Exco breakaways, JHB Exco monthly meetings and Think Tank Forum meetings (booking meeting rooms, organising refreshments and catering)
· Coordinating other team sessions - this includes preparation, documentation, arranging parking, booking meeting rooms, organising refreshments and catering

· Coordinating welcome letters and presentation for the new employees quarterly
· Coordinating and organising breakfasts, lunches, dinners and evening drinks for internal employees and external business associates

· Coordinating, updating and confirming meetings with internal employees and external clients

· Wrote the Business Continuity Plan from scratch, making sure it will be implemented and updated it quarterly

Financial Duties

· Assisting the CFO with quarterly, annual financial reports and presentations

· Handling monthly expense claims for credit cards, cell phones, 3G and travel allowance

· Collecting quotations and information for Capex forms

· Collecting, compiling quarterly and annual financial information from the four divisions and the CFO

· Compiling the information into a presentation and board pack for RMB PB Exco

· Checking all internal and external payment requisitions

Office Duties

· Diary management

· Briefing Segment Head and DM’s on any issues of concern within their channel

· Compiling of quarterly and annual reports.  Transferring the information to presentation format for JHB Exco and RMB PB Exco

· Handling of sudden and unexpected situations within the Segment and the Bank
· Updating the RMB Private Bank mandate

· Creating the Segment’s Business Continuity Plan and making sure it was updated on a quarterly basis

· Liaising and organising meetings with DM’s, employees, clients, suppliers, service providers and VIP guests

· Sorting out maintenance issues in the Segment

· Attending business meetings, minute taking and distribution of minutes including all other related material

· Following up on action points provided within the minutes

· Updating the Segment’s organogram
· Sending out birthday, wedding anniversary, and internal promotions messages to employees

· Collecting and distributing salary slips

· Managing two boardrooms 

Travel Arrangement Duties

· Travel arrangements locally (flights, car hire and accommodation) for Segment head and new candidates

Additional Duties

· Support system for JHB 1, JHB 2, JHB 3, JHB 4, JHB 5, Divisional Managers and Operations Manager

· Assisting RBSI (Royal Bank of Scotland International) with their presentation and training manuals

· Assisting Forex with their presentation, minutes of meetings and organising their breakaways

Company Name - INTESERVE CAPITAL (PTY) LTD   
Nature of the Business - Investment

Total Employment Period - 2 Months and 22 days
Employment Date - 11 June 2007 to 03 September 2007
Position Held - Executive Personal Assistant to Managing Director and Operations Manager

Reason for Leaving - Retrenched
Duties:

Coordinating Duties

· Planning and coordinating meetings with brokers regarding potential buying of business and life insurance brokers

· Planning, organizing, coordinating and confirming meetings with VIP guests (Bank Managers, Councillors, CEO’s, Heads of Department from JHB Finance and Revenue)

Financial Duties
· Handling monthly expense claims, paying outstanding accounts and depositing bank cheques

· Collecting three quotes before compiling purchase orders

· Handling petty cash float and reconciliation
· Compiling paperwork for cheque or internet payments

· Negotiating better prices for the office equipment, office furniture, hardware and stationery
· Organising annual subscription to newspapers and magazines

· Ordering and sorting out any queries regarding Telkom, Vodacom, Mweb, Wimax, and ADSL

· Ordering of computers, stationery, furniture, telephone lines and Hymax switchboard

· Organising insurance for the company assets and keeping assets registers updated

· Organising the management fee invoice on a monthly basis for payment

· Sorting out queries regarding office maintenance and parking rentals

· Working with the subsidiary company with regards to staff salaries, purchase orders and payment reconciliation

· Writing out manual cheques and getting them authorised by the Directors

Managing Director personal matters

· Booking training courses of his personal development

· Calling the managing agent monthly for an invoice and statement for his apartment

· Enrolling nephew into a new school. Making sure school and aftercare fees were paid

· Sorting out personal accounts

· Making appointments with professionals

· Making reservations for weekend outings 
· Sorting out personal issues regarding Telkom – ADSL, Voyager miles, American Express, levies, Discovery Health, personal insurance, plumbing and electrical issues

Office Duties

· Compiling the executive board packs for the board meetings

· Keeping HR records up to date for each employee

· Managing the office on a day-to-day basis (groceries)

· Managing the diary of the Managing Director and Operations Manager

· Researching for the potential business that they were interested in (company profile, history, business and employment opportunity, franchise, business and research development, annual reports, statistics, operations, manufacturing, joint ventures and any future development

· Secretarial and administrative duties

· Making sure HR documents are signed off by relevant signatories

· Assisting with HR employee issues

Travel Arrangement Duties

· Travel arrangements local and International (flights, car hire and accommodation)

INTERNATIONAL HEALTHCARE DISTRIBUTORS (PTY) LTD - IHD
Nature of the Business - Pharmaceutical Distributors

Total Employment Period - 4 Years, 1 month and 28 days
Reason for Leaving - Company was bought out by UTI Pharma
Employment Date - 02 May 2005 to 08 June 2007 

Position Held - Executive Personal Assistant to Customer Service Executive, Operations Director, and Information Systems Executive
Duties:

Coordinating Duties

· Coordinating conferences, seminars, meetings, functions, board meetings and accommodation for local and international guests

· Organising breakfast, luncheons and dinners for VIP guests

· Organising welcome packs for the international guests.  Dropping the welcome packs off at the relevant hotel

Financial Duties

· Checking departments Capex forms (quotes, order requisitions and manual cheques) before the executive authorises the forms

· Completing order requisition and Capex forms for three Executives.
· Handling the executive’s monthly expense claims

· Updating the assets registers for four departments.  Making sure the information is logged onto the FAMSA system.

· Compiling weekly, monthly, quarterly and annual reports and transferring that information into a presentation format

Office Duties

· Briefing the executives on any issues within their department’s areas

· General executive support functions for CEO and CFO when their Executive Personal Assistant is on leave

· Handling an extensive portfolio of personal, secretarial and administrative duties

· Handling sudden and unexpected situations from customers and clients

· Liaising with the manager, staff, clients, suppliers and service providers

Travel Arrangement Duties

· Arranging and confirmation of travel arrangements local and international (flights, car hire and accommodation for executives, managers, department heads and employees from other regions)

· Arranging visas for the Schering States and other countries

· Arranging and organising flights, car hire and accommodation for International VIP guests

· Researching the country before the executive travels to it (time zones, currency, weather, travel maps and site seeing places)

· Organising flights, car hire and accommodation for 60 people travelling to Botswana for a pharmaceutical audit for the government

Employment Date - 10 April 2003 to 29 April 2005 

Position Held - Executive Personal Assistant Service Manager, National Credit Control Manager and National Security Manager

Reason for Transfer - Promoted 
Duties for both Managers

· Collecting internal and external mail

· Controlling stationery and couriering services
· Organising and confirming appointments for internal and external clients

· Organising, coordinating and confirming conferences for both Managers. (There are between 60 – 75 employees per team)
· Organising, planning and confirming Manco meetings. (35 managers at the Manco meetings)
· Secretarial and administrative duties (photocopying, scanning, screening of calls, taking messages, typing letters and other correspondence, organising and confirming appointments for both Managers

· Updating the filing system

National Credit Manager
· Assisting Credit Control Department Heads with typing of the cash-up front, COD requests, credit increase limits, decline application, dormant and new accounts for doctors and pharmacies letters

· Taking minutes of credit control participative forum minutes

· Typing of credit application letters, either faxing or posting the letters of acceptance or decline using mail merge

· Working with private and confidential documentation for doctors, pharmacies, state, private and government hospitals

National Customer Service Manager
· Assisting the switchboard employees with their duties when necessary

· Assisting with assignments and presentations

· Downloading Hotline raw data from Delta. Transferring the data into the client liaison information workbook.

· Downloading raw data from various data systems. Transferring the raw data into various reports and analysing them (14 reports)
· Taking minutes of Customer Service Participative Forum, Manco and Change Control Board minutes

Additional Responsibilities
· Assisting specialised orders with filing 

· Assisting the National Security Manager with letters and memos (internal and external)
Company Name - GIANT SUPERSTORE AND FASHAF (PTY) LTD
Nature of the Business - Retail and Clothing
Total Employment Period - 1 Year, 10 months and 26 days
Reason for Leaving - Giant Superstore went into liquidation
Employment Date - 08 January 2002 to 09 April 2003 

Position Held - Executive Personal Assistant to Managing Director, Merchandise General Manager and Operations General Manager
Duties:

For the Managing Director, Merchandise General Manager and Operations General Manager

· Assisting them with daily, weekly and monthly tasks

· Booking them on courses and conferences when the need arises
· Capturing and compiling daily, weekly and monthly sales reports

· Controlling monthly expense claims and making sure that the cheques are deposited

· Helping with research and projects

· Making sure that the courier slip has the correct address and following up if the parcel has reached its destination

· Minute taking of meetings and tying up presentations

· Organising and updating the Optiplan filing system

· Organising meetings, breakfast and luncheons

· Organising, planning and confirming of travel arrangements (flights, car hire and accommodation) local and international (Botswana and Swaziland)
· Secretarial and administrative duties (photocopying, scanning, screening of calls, take messages, typing letters, correspondence, printing e-mails timeously and clean up the e-mail boxes
· Sorting out personal issues for management

· Typing up the health column in the company newsletter
· Updating, organising and confirming appointments with Executives, General Manager, Suppliers, Store Managers, and Employees

· Working with private and confidential documents

Merchandise General Manager

· Compiling daily, weekly and monthly sales budgets

· Market research on competitor’s pricelists and products

· Updating the notice board with Giant Superstore specials and competitor’s specials 

Operations General Manager

· Ordering of carbon books for the stores

· Updating store structures

Additional responsibilities

· Making sure the attendance register is kept up to date and is in on time and all leave forms are signed by the relevant employees and management

· A petty cash voucher and an expense claim must support all petty cash slips

· Controlling the various expense budgets and ordering of stationery

· Payments to be allocated to the correct cost centre as well as the GL accounts

· Graph sales performance use budget and target on a weekly basis
· Making sure that the e-mail and internet policies and procedures are signed and handed back to HR

· Organising gifts for birthdays and special occasions

· The Internal Auditor must always check the summary of usage before a cheque can be issued

· Typing up cellular expense claims for the Buyers, Marketing Coordinator and update their filing daily
· Writing out an order form for every transaction made and make sure the copies are delivered to the correct departments

Employment Date - 14 May 2001 to 07 January 2002 

Position Held - Executive Personal Assistant to General Manager.  Assisting 5 Divisional Personal Assistants in the Regions

Reason for Transfer - Promoted
Financial Duties

· Checking of monthly expenses (travel and credit card for 15 Divisional Managers)

· Collecting the profit and loss statements and making sure that the Divisional Manager gets a copy

· Compiling daily figures and Manco reports
· Compiling information for presentation to the Executives
· Compiling the operations report every month
· Controlling the stationery room (stores stationery, credit books and order books)
· Conversion performance tracking (5 days and monthly)

· Secretarial and administrative duties (photocopying, scanning, filing, screening of calls, take messages, typing letters and other correspondence, organising and confirming appointments

· Compiling the store’s sales data for music and airtime.  Then transferring the data into various reports and then creating graphs.  The data was downloaded every month from the various Dunns Store throughout Africa
Office Duties

· Ensuring that all the communication is read by me and then downloaded to stores.

· Helping Store Development out when needed

· Liaising with security companies regarding any changes and issuing authorisation number for any new changes

· Making sure that the DM’s get their action plan for the week

· Ordering of stationery

· Ordering of stock for the stores (150 stores – local and 10 stores international).

· Sorting out personal issues for the General Manager

· Sorting out invoices for signature/approval

· A support system to the five Divisional Assistants (Bloemfontein, Port Elizabeth, Durban, Eastern and Western Cape Town)

· Taking, typing and following up on minute points

· Updating management of my progress
· Updating the store structure

· Updating the wall map

Company Name - VODACOM (PTY) LTD
Nature of the Business - Mobile Telecommunications

Total Employment Period - 5 Months and 28 days

Employment Date - 13 November 2000 to 11 May 2001 

Position Held - Accounts Administrator

Reason for Leaving - 6 Month temporary assignment

Duties:

General Enquiries


· Activating all Vodacom services

· Dealing with queries or complaints

· Phoning Clients back

Peace of Mind Insurance
· Receiving the insurance claims

· Printing out customer control, customer enquiry, sales ledger enquiry and tax invoice

· Checking if the credit has been passed

· Write out credit note and typing it in the scratchpad and then enter it into a spreadsheet

Blacklisting of cellular phones

· Taking calls in the call centre for blacklisting.  Explaining to Clients what blacklisting is

· Faxing through blacklisting forms and ITC reference numbers

· Checking on ITC if the phone has been blacklisted dealing with difficult Clients

Name of Company - NATANYA SIGNS (PTY) LTD
Nature of the Business - Signage
Total Employment Period - 1 Month

Employment Date - 09 October 2000 to 09 November 2000 

Position Held - Sales Executive

Reason for Leaving - 1 Month temporary assignment

Duties:
· Assisting the Business Partner with the selling of outdoor signage

· Cold Calling

· Selling outdoor advertising space at Menlyn Shopping Centre

· Setting up appointments on-site with the relevant Clients

· Meetings with the Clients and weekly follow-ups

· Showing the Clients what we wanting to achieve

· Typing up e-mails and quotes for the relevant clients

· Follow-up on leads

Company Name - MAURICE KERRIGAN AFRICA
Total Employment Period - 1 Year, 8 months and 4 days

Nature of the Business - Training and Development

Employment Date - 02 February 1999 to 06 October 2000 

Position Held - Executive Personal Assistant to the National Sales Director and Training Coordinator 

Reason for Leaving - Unhappy in the working environment

Duties:
· Getting course material ready for the training that happened internally and externally

· Booking rooms with the conference centres and booking company employees on the courses

· Updating the training calendar in Excel daily

· Ordering stationery and printing of course materials
· Videotaping the employees on the courses

· Printing confirmation letters for each learner, client invoices and certificate once completing the course

· Printing, emailing and filing

· Photostatting of coaching checklists

· Updating two sales boards with the sales figures daily

· Assisting the Switchboard person when needed

· Making sure the facilitators give me the feedback of each Learner

· Booking of flights, accommodation for each trainer and Learner

· Printing profiles of each Learner when on the courses

· Organizing meetings between the trainers and National Sales Manager

· Putting the course calendar information into Outlook and updating it daily

· Liaising with the Client about their training

· Typing for the National Sales Manager

· Typing/e-mailing course attendance sheets

· Back-up for the five sales employees

MULTIMEDIA TRAINING CC
Nature of the Business - Training and Development

Total Employment Period - 5 Months and 29 days

Employment Date - 01 June 1998 to 30 November 1998 

Position Held - Accounts Executive 

Reason for Leaving - Temporary assignment relocated to Johannesburg

Duties:
· Cold Calling

· Setting up appointments with client
· Discussing the clients training needs

· Giving clients the required hand-outs to the clients

· Faxing/typing of the quotation after meeting with the client
· Follow-ups on leads

· Updating existing figures on the sales board

· Organizing instructors for the clients technical training

· Typing/faxing of training confirmation
· Getting order numbers from clients

· Dropping off their reports after the training has taken place

· Writing a sales report once a week

· Calling on the existing client base

· Working on Dbase

· Updating management of my progress

· Placing, ordering and delivering the clients training videos

Company Name - MM FINANCE, MATRIX VEHICLE TRACKING AND RADIOSPOOR
Nature of the Business - Finance

Total Employment Period - 3 Years, 7 months, and 18 days

Employment Date - 11 October 1994 to 29 May 1998

Position Held - Account Executive / Business Development Officer 

Reason for Leaving - Position became redundant

Duties:
· Typing/faxing/photo stating
· Receiving application forms from the dealership and the public

· Do KI/deeds/full and general/trade reference and bank codes on the client

· Motivating the application to Mercantile Bank

· Drawing up the agreement between Mercantile Bank and the Client. Get the Client to sign the documentation

· Drawing up an invoice

· Collecting first rental cheque from the client

· Faxing contract to Head Office in Johannesburg to facilitate the fitment at an approval fitment centre

· Drawing up the discounting letter

· Obtaining financier details

· Drawing up insurance broker schedules

· Working out monthly rentals as well as doing calculations

· Depositing of cheques

· Preparing payment memo

· Updating reconciliation of the call account

· Typing up deal admin schedule

· Compiling an activity report on a weekly and monthly basis on all the dealerships

KELLY GIRLS
Nature of the Business - Employment Agency

Total Employment Period - 3 Months and 9 days

Employment Date - 28 June 1994 to 07 October 1994
Position Held - Secretary 

Reason for Leaving - Temporary assignment offered a permanent position

Duties:
· General secretarial and administration duties

· Receptionist work

· Personal Assistant work

· Banking and handling petty cash
· Minutes of meeting

· Organizing functions, luncheons and travel arrangements

Company Name - HR TRAINING CC
Nature of the Business - Training and Development

Total Employment Period - 1 Year, 3 months and 7
Employment Date - 18 November 1992 to 25 February 1994
Position Held - Sales Secretary to the Sales Director

Reason for Leaving - Went overseas for 3 months after her contract ended

Duties:
· General secretarial and administration work

· Compiling of sales reports

· Answering and screening calls

· Dealing with Clients about their training needs

· Up-dating training sales board

· Organizing of luncheons for the training courses

· Handling of petty cash and reconciling it

· Banking of Clients cheques

· Typing of reports, certificates and Learners licenses
· If Learners fail, need to rebook them on the course again
· Compiling a facilitator calendar
VANDEVERRE ASPEY ROBINSON & ASSOCIATES (VARA)
Nature of the Business - Architectural Firm
Total Employment Period - 9 Months and 6 days
Employment Date - 10 February 1992 to 16 November 1992 

Reason for Leaving - Company was situated in an unsafe area, seeking security

Position Held - Secretary to Managing Director

Duties:
· Answering telephones

· Screening of calls and taking messages

· Handling the petty cash and the banking

· Filing/faxing/Photostatting
· Assisting the receptionist at lunchtimes
BUSINESS REFERENCES

NAME OF COMPANY:
ATIO Corporation (Pty) Ltd


CONTACT PERSON:
Chris van de Sande

POSITION HELD:

Chief Executive Officer

CONTACT NUMBER:
+27 (0) 82 456 1390

NAME OF COMPANY:
ATIO Corporation (Pty) Ltd



CONTACT PERSON:
Face Lesabe

POSITION HELD:

Human Resources Director


CONTACT NUMBER:
+27 (0) 72 694 5546 or +27 (0) 76 476 9546

NAME OF COMPANY:
ATIO Corporation (Pty) Ltd

CONTACT PERSON:
Dawn Hollingworth

POSITION HELD:

Managing Director

CONTACT NUMBER:
+ 27 (0) 83 326 7562

NAME OF COMPANY:
ATIO Corporation (Pty) Ltd



CONTACT PERSON:
Teresa Ekland

POSITION HELD:

Service Support Manager

CONTACT NUMBER:
+27 (0) 83 556 3501

CONTACT PERSON:
Cindy Claassens

CONTACT NUMBER: 
082 998 2220  

NAME OF COMPANY:
Ex-Employee International Healthcare Distributors (Linbro Park)

POSITION HELD:

National Customer Service Manager

CONTACT PERSON:
Murry Clark

CONTACT NUMBER:
083 259 3728

EMAIL ADDRESS:

murdyclark@whalemail.co.za

NAME OF COMPANY:
Ex-Employee International Healthcare Distributors (Linbro Park)

POSITION HELD:

Customer Service Executive
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