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

lucygaleboeo2@gmail

.com

NS NANA LUCY
GALEBOE

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

SAGE PASTEL ACCOUNTING PARTNER V18

MICROSOFT OFFICE: WORD, EXCEL, POWERPOINT, ONENOTE
TEAM-BUILDING

STRATEGIC THINKING

CONTINUOUS LEARNING

PROBLEM SOLVING AND DECISION-MAKINGS

O O O O O O

REFERENCES

MR T KARELI (FORMER LECTURE) : 0736259712
MR J MOLEFI (FORMER MANAGER):0781590587
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REPUBLIC OF SOUTH AFRICA < .
STATEMENT OF RESULTS / STAAT VAN UITW /
NATIONAL SENIOR CERTIFICATE / NASI SENIOR I T
NOVEMBER 202 Conm =
NANA LUCY b ESERVICE ]
ID NUMBER / ID NOMMER 0207090680084
20020708

DATE OF BIRTH GEBOORTEDATUM
CENTRE / Sﬂﬂ'm{:

(3182087) LEJWELEPUTSWA DESIGNATED CENTRE

(318) Lejweleputswa FREE STATE DEPARTMENT OF EDUCATION

Code Subjects Percentage | Achievement Level
Kode vakke Persentasie Prestasievlak
MATE [Mathematics 35 2

PHSC |Physical Sciences 34 2

DATE / DATUM
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2022/01/18

Achievemant level Achievement Description Macks A
Prestasieviak Prostasiebeskrywing Punte
7 Outstanding achievement / Ultmuntende prestasie 80 - 100
6 Meritorious achievement / Verdiemstelike prestasia 70 - 18
5 Substantial achlevemant / Beduidende prestazie 60 - 65
4 Adequate achievement / Voldoende prestasie 50 - 53
3 Moderate achievement / Matige prestasle 40 - 49
2 Elemantary achievement / Basiess prestasie 30 - 38
1 Not achleved / Ontoereikends prestasie 0~-2
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NANA LUCY GALEBOE-
Identity number 0207090680084 Exom number 3201820240015
Achievement
Subject % leve!

Sesctho Home Language &7 S
English First Additional Langtiage 56 4
Life Crientation 53 4
Accounting 40 3

20graphy 50 4
ule Sciences 44 3
AR T - -e - - LR L L ran -

This candigate i awarded the Natfional Senior Cerlificate and has met the minimum requirements for
admission o diploma or higher cerlificate study as gazetted for admission o highar education, subject o the
admission requiremeants of the higher education institution concemead.

3 with effect from December 2020

<. DkonesTs, 21038042123 D

. ok o
| Chief Execufive Officer llllm

This centicata i Bued withou? olenanions or srmsure of any kind

‘ : Council for Quality Assurance in
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DEPARTMENT: HIGHER EDUCATION AND TRAINING
REPUBLIC OF SOUTH AFRICA

CERTIFICATE ONI;ACHIEVEMENT

BUSINESS MANAGEMENT
AWARDED TO
GALEBOE NANA LUCY
IDENTITY NUMBER
0207090680084
WITH EFFECT FROM
2022-12-01

INSTRUCTIONAL OFFERINGS PASSED
* INDICATES DISTINCTION

FINANCIAL ACCOUNTING N4
ENTREPRENEURSHIP AND BUSINESS MANACEMENT N4
MANAGEMENT COMMUNICATION N4

COMPUTER PRACTICE N4 *
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DEPARTMENT: HIGHER EDUCATION AND TRAINING
REPUBLIC OF SOUTH AFRICA

CERTIFICATE ONFSACHIEVEMENT

BUSINESS MANAGEMENT
AWARDED TO
GALEBOE NANA LUCY
IDENTITY NUMBER
0207090680084
WITH EFFECT FROM
2023-07-01

INSTRUCTIONAL OFFERINGS PASSED
* INDICATES DISTINCTION

FINANCIAL ACCOUNTING N5
ENTREPRENEURSHIP AND BUSINESS MANAGEMENT N5
SALES MANAGEMENT N5

COMPUTER PRACTICE N5 *
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DEPARTMENT: HIGHER EDUCATION AND TRAINING
REPUBLIC OF SOUTH AFRICA

CERTIFICATE %FGACHIEVEMENT

BUSINESS MANAGEMENT
AWARDED TO
GALEBOE NANA LUCY
IDENTITY NUMBER
0207090680084
WITH EFFECT FROM
2023-12-01

INSTRUCTIONAL OFFERINGS PASSED
%* NDICATES DISTINCTION
ENTREPRENEURSHIP AND BUSINESS MANAGEMENT N6
SALES MANAGEMENT N6
COMPUTER PRACTICE N6
COMPUTERISED FINANCIAL SYSTEMS N4

sehtttssss

AN

s " iLE

WYSIGING OF VERANCEHING OP Uik OURges 'E‘N

BRING IS NIE. : : s

| CERATIFY THATAHIS DOCUMENT IS A TA - [ f ™E

ORIGINAL DOROMENT ! . ﬁ i e 'ﬁ.l
FURTHER C ' d| )

[ €l 1A

CHANGE W
61244655G

mmwmmmmwmmwauwmmrwm
undudobmtodaMﬁmnhoOmhyComdﬂo:Mmecwpsims

snavovesr | H 11580558



