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CAREER OBJECTIVES
· To establish a reputable career in the corporate world.
· To apply the theoretical knowledge and financial concepts gained in the classroom in a practical work environment.
· To gain work experience and explore the dynamics of business administration and IT industry. 

SUMMARY PROFILE
· I am a committed individual who sees through the completion of tasks.
· I am a team player who enjoys working with others in order to reach common goals and objectives.
· I have good communications skills, which see me communicating effectively with peers and superiors.
· My time management skills mean that I am able to meet deadlines and work well under pressure.

EDUCATION

HIGH SCHOOL
School					Fumana Secondary School
Qualification				Matric (Merit) 	
Year					2007 

TERTIARY	
Name					CIDA City Campus
Degree					Bachelor of Business Administration 
Year of completion			2012

Name					Regent Business School 
Degree					Bcom Honors in Financial Management 
Year of completion			2018


OTHER QUALIFICATIONS
[bookmark: _GoBack]Name					SAIFM
Course 				Financial Markets and instruments 
Date of completion 			2012 


Name 					CIDA ICT Academy 
Courses				ICDL
					A+
					N+
Year					2010

Name 					SAP Academy 
Course					SAP Business One Application 8.8
Year					2011


Name 					Pink Elephant 
Course					ITIL Foundation
Year					2013

Name 					Imsimbi Training 
Course					Supervisory Management Course 
Year					2017


Name 					MLAP- Duke Corporate Education
Course					Generic Management Course 
Year					In Progress

LEADERSHIP ROLES
· Deputy President of Toastmasters 2011/2012

FROM DIMENSION DATA UNIVERSITY:
· Harvard MM11 - Presentation Skills 
· Harvard MM11 - Marketing Essentials 
· Harvard MM11 - Time Management 
· Harvard MM11 - Writing Skills  
· Prince 2 –Project Management

TRAINING FROM MICROSOFT
· Writing Queries with Microsoft SQL Server Transact-SQL
· MTA: Security Fundamentals
· MTA: Windows Server Administration Fundamentals
· MTA: Networking Fundamentals






SYSTEMS KNOWLEDGE

· SAP  
· JDE 
· SIEBEL 
· Hubble
· Service Now 

COMPUTER LITERACY

Advanced 

WORK EXPERIENCE

Company				Air Products South Africa
Position				Engineering Administration Supervisor 
Period					Jan 2017- Present
Responsibilities
	           
1. Project Management
2. JDE Super user for engineering department
3. Asset allocation and control
4. Asset register 
5. Technician Time Sheets and overtime
6. Management Reports
7. Procurement Management
8. Manage ISO9001 system
9. Training coordinator for the department 
10. Internal Compliance assessments
11. Filing and archiving
      
Company				Dimension Data
Position				Contract Specialist
Period					June2015- December 2016
Responsibilities
	           
 1. Draft and compile baseline contracts for straight sales opportunities or for requests for proposal and tender activities
 2. Identify risks associated with contracts and make recommendations to mitigate and eliminate these risks. Take responsibility for the managing of the entire contract life cycle from contract administration, activation, renewal and deactivation.
 3. Maintain and manage contract documentation electronically and in physical formats when required.
 4. Establish relationships with vendors and partners when required to obtain r elevant contract details and negotiate terms of engagement.
 5. Maintain contract logs and compile reports on contract activity, distributing these to the relevant forums.
 6. Managing contracts and renewals; from expiry to renewal. It includes getting quotes from vendors and having the equipment priced in relation to the relevant exchange rate. Executing configuration changes in the SAP system to ensure clients can be monitored accurately.
 7. Ensuring the data is updated regularly and integrates into the internal system where clients are monitored and can log tac calls


Company				Internet Solutions
Position				Telco Analyst/Business Development Administrator
Period					June 2014-May 2015
Responsibilities

1. To manage emails within the Connectivity Alias 
2. Assist sales with basic pricing discussions (re-alignments, discounts etc) 
3. Assist sales with all local loop pricing 
4. Assist sales with the Access pricing tool
5. Assist sales with connectivity SharePoint / Know Zone assistance
6. Track and manage all PoC’s within the team
7. Assist with non-standard router quotes
8. Basic contract and proposal formats
9. High level understanding of what docs processes are needed once a contract is signed.
10. Conduct training and assist in development of Sales team pricing tool knowledge

Company				Dimension Data 
Position				Services Intern
Period					February 2013–May 2014 
Responsibilities
			
1. JDE Finance and JDE Procurement support
2. First line and second line support for JDE Application Team
3. General Administration
4. Basic technical assistance to resolve client queries System support
5. Provide telephonic, remote and on-site support to clients
6. Addressing and resolving basic incidents and requests for finance calls and procurement calls.
7. Collecting information through a customer conversation, accessing support tools, and additional support staff (service resources) if needed
8. Completing SQL scripts when updates where required for procurement and finance calls
9. Supporting project upgrade for Nampak
10. Maintain a high level of customer/user satisfaction through professional communication and consistent and timely follow up so that SLA’s are kept.
11. Working with JDE Address Book, Assets, Accounts Receivable, Accounts Payable, and General Accounting.  

REFERENCES

Name				        Kwanele Nyoni
Company 				Dimension Data 			
Position		               Enterprise Data Manager	
Contact Number		        0829057560 

Name 			       		Blessing Jambo
Company  				Dimension Data                        
Position 				Business Contract Manager 
Contact Number		        061 110 0457

Name 			       		Sibusiso Duma
Company                            Air Products
Position 			        Project Engineer
Contact Number			072 226 4263 
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