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Administrative Clerk
Thepaneng Chiloane Secondary Schoal

* Captured and updated student infarmation .
sccurately. .
*  Maintained filing systems and organised

acdministrative records., i
* Prepared letters, reports, notices and
memaranduns. L

* Managed student attendance records.
* Schedued meetings and appoaintments.

Receptionist

Southern Sun OR Tambeo International A.prpn.-':

*  Welcomed guests professionally .

= Answered incoming telephone calls and ]
emails

& Agsisted guasts with enguiries o

= Checked guests in and out .

Reservationist
Southern 5un OR Tambo International Aimport

*  Processed guest resarvations, .
« Managed boakings via telephane, amail

and anline booking platforms. .
= Madified and cancelled reservations. -

» Copordinated group hn-ukiﬂ.g:

Commis Chef
Southern Sun OR Tambo International Aimport

= Prepared food Ar\rnrd:nu} ta recipes and "
quality standards .

*  Assisted chefs with food preparation

» Plaintained kitchan hyginnp and food .

safety standards,

= EDUCATION

Mational Certificate:
End User Computing

Mational Certificate:

Ekurhiuleni East
TVET Callege

Advanced Techrology
Training Institute

sar Completed; 2023 Year Complete:

ACHIEVEMENTS

i ADDITIONAL INFORMATION
=  Avnilable Immediately ®
« Willing to work flexible howrs, including .
weekends and public holidays .

= Willing to relocate

REFERENCE

Gordon More

Executive Sows Chef

Southem Sun OR Tambo International Aaport
%, 071427 1758

Tourism Management

AGREEMENT SEERANE

| 0 agreementseeranel(Z@outlock.com | 0 Tembisa, Gauteng, 1632

B 0172032 - 02/2004

Ordered office and classroom supplies
Assisted teachers and managerment with
administrative duties

Answered telephone calls and responded
to enguiries

Maintained confidential reconds.

[ 08/2024 - 08/2024

lssued room keys.

Provided information regarding hotel
SBTVICES

Managed front desk operations
Maintained accurate guest records

B 07/2024 - 08/2024

Aasisted travel agents and corporate
clients,
Updated reservation records accurately,

Delivered excellent customer service.

| 11/2024

Stored food cormectly.

Prepared ingredients for busy service
pariods

Maintained a clean and organised work
arsa

Followad health and safety procedures,

Mational Senior Certificate
(Grade 12)

Thepaneng Chiloane
Secondary Schoal

Subjects:

Sepedi Home Language

Erglish First Additional Language
Tourism

Ecnnomics

Religious Studias

Life Oriantation

* Consistently maintained high standards of accuracy in data capturing and record keeping
Improved administrative filling systems, making information easy to access and up to date
Racognised for excellent customar service and professionalloim by management.
Successfully handied multiple tasks in a fast-paced anvironmant.

Complatad End User Computing qualification with strang results

Driver's Licence: Mone

D Musmbar: Availshle upon request
Passionate about learning new
technalocgees and improving | T skills

Current



