
 

 
NANA LUCY 
GALEBOE 

  

OBJECTIVE  

A HARDWORKING 

INDIVIDUAL 

LOOKING FOR A 

CHALLENGING 

POSITION WHERE I 

CAN SHOWCASE MY 

SKILLS AND 

CONTRIBUTE TO THE 

GROWTH OF THE 

ORGANIZATION. 

AND TO BUILD A 

PROFESSIONAL 

CAREER BY 

WORKING WITH 

MOTIVATED AND 

DEDICATED PEOPLE 

IN A VERY 

COMPETITIVE AND 

STRUCTURED 

ORGANIZATIONAL 

ENVIRONMENT. 

 ADDRESS 

599 WEAVER 
STREET LIFATENG 
TEMBISA 1632 

 

 PHONE 

0635341175 

 

 EMAIL 

lucygaleboe02@gmail
.com 

 

 

 
EXPERIENCE 

 

  

 
BUSINESS MANAGEMENT INTERN  

SABY FUNERAL PARLOUR (NOVEMBER 2024-APRIL 2026) 

 OVERSEEING OPERATIONS WITHIN THE COMPANY, COORDINATING 
WITH MANAGEMENT AND ENGAGING IN PLANNING. 

 SUPERVISING ADMINISTRATIVE ASSISTANTS AND JUNIOR STAFF. 

ORGANIZING: PREPARING, ORGANIZING AND STORING INFORMATION 

                              MAINTAINING OFFICE SYSTEM AND DATABASES 

                              KEEPING COMPANY POLICIES UP-TO-DATE 

COMMUNICATION: ANSWERING CALLS AND EMAIL QUERIES 

                                      TAKING MINUTES AT MEETINGS 

                                      TYPING LETTERS AND REPORTS 

                                      INTERVIEWING CUSTOMERS AND PROSPECTIVE EMPLOYEES 

DOING SALES REPORTS AND ANALYSIS 
  
 

EDUCATION 
 

  

 FLAVIUS MAREKA TVET COLLEGE 
BUSINESS MANAGEMENT (N4-N6) NATIONAL N DIPLOMA (IN-PROGRESS) 
2022-2023 
 
MAMELLO SENIOR SECONDARY SCHOOL 
GRADE 12 
2020 

  
 

PERSONAL SKILLS 
 

  
 o SAGE PASTEL ACCOUNTING PARTNER V18 

o MICROSOFT OFFICE: WORD, EXCEL, POWERPOINT, ONENOTE 
o TEAM-BUILDING 
o STRATEGIC THINKING 
o CONTINUOUS LEARNING 
o PROBLEM SOLVING AND DECISION-MAKINGS 

 
  
 

REFERENCES 
 

  

 MR T KARELI (FORMER LECTURE) : 0736259712 
MR J MOLEFI (FORMER MANAGER):0781590587 
 

 

N.L 














