CV Ms. Madiatla Nicholett Hlapa
_____________________________________________________________________________________
Personal Information
ID Number 		8903021108086			Contact Number 		0785970506
Location		535 Andries Pretoria Central		Alternative Number		0649405004	
Highest Education	N4 & N5 HRM Certificate		Driver’s License		C1 
Email Address		nmadiatla@yahoo.com		Notice Period			Immediate

Experience
Data Capturer | Human science Research Council| Contract | Pretoria July 2019 to December 2019
 Duties & Responsibilities : Transferring data from paper formats into computer database system , Typing in data provided directly from customers creating spreadsheet with large number of figures Verify data by comparing it to source documents update existing data, Retrieve data from the database Developing a records storage plan, maintaining and evaluating system Writing reports and publication Dealing with enquiries and request for information from internal and external clients, Ensuring that data is protected and classifying records, Destroying or archiving finished data/records, Perform regular backups to ensure data preservation, Sort and organize paperwork after entering data to ensure it not lost, Produce high-quality scientific evidence to inform further analysis, Assist in fields of education and skills development on national project, Capture the improved quality of education and skills workforce.
Reference: M Matlala Contact Details 0123022000 / mmatla@hsrc.ac.za
   
Administrative Clerk | University of South Africa | Contract | Pretoria January 2016 to January 2019 
Duties & Responsibilities: Receipt of tutorial matter, Checking supplies of tutorial matter Picking of tutorial matter, Receipt and distribution of university miscellaneous matter, Dispatch of tutorial matter to regional facilities and Receipt, Allocation of tutorial matter to the dispatch computer system Adjusting and maintaining the submission schedule, Checking address list for tutorial matter Receipt, sorting and addressing of tutorial matter and another postal item, Folding and of tutorial, assignments and divers correspond inserting, Sorting of standard created by postal items according to postal specification Sealing, strapping and registering of parcels, Receipt, storage and issuing of packing materials and maintenance Sealing and sorting national and international of items ready for posting.
Reference: M Malapile Contact Details 0124294425 / malapmp@unisa.ac.za

Receptionist | University of South Africa| Contract | Pretoria January 2013 to October 2015 
Duties & Responsibilities: Welcome visitors, Answering phone and referring inquiries to the department both internal and external, Direct visitors by maintaining employee and various directions, Maintaining logbook and security by following procedures, Updating and amendment of checklist, To make available the statistical, and capturing of examination information, Administration of exam preparation and arrangement Provide secretarial support to the moderator, Booking and arrangement of accommodation, venue and travel ,Prepare and distribution of access control, claims, meetings, notice and rules, Notifying the provider arrivals, Maintain the confidential and security of exam documents and other sensitive information, Carry out routine administrative duties as directed by Registrar, Maintaining effective record and administration.
Reference:  K Mathebula Contact details 0124292594/mathek@unisa.ac.za
__________________________________________________________________________________________Languages
Home Language Sepedi
ENGLISH, SETSWANA, ZULU, SITSONGA, TSHIVENDA
 Spoken Ability: Good 
Written Ability: Good
_________________________________________________________________________________________
Education
N4 & N5 Higher Certificate in Human Resource Management Certificate
Damelin College 
2021
[bookmark: _GoBack]
Matriculation 
Sefoloko Secondary School
2008
__________________________________________________________________________________________
Skills
Telephone etiquette, Good communication liaison ,Good computer literate including experience Microsoft Software (MS Word, MS Excel, Power Point),Listening, organizing, professionalism, customer focus, Good time keeper and Independent excellent player, Interviewing process, Meeting procedures, notice, agenda, minutes, report writing knowledge ,Excellent administrative support and good typing skills, Knowledge of public sector legislation, Human resource activity, teamwork and collaboration, Understanding of the legislative framework, Persal and employment law, Human resources discretion, policies, function, prescription, maintenance, Employee relation, on boarding, Labor laws, Benefits vendor and technological aptitude, Project management planning, analytical, Financial and market feasibility study, Market plan, Personnel management, Labour Relations Act, Human Resource computerized information system and Designing and developing training program.



