MANQOBA ANDILE HLATSHWAYO

CONTACT

Q® 0720578160
N hlankomanqobaandile@gmail.com

@ 14295 Masina Street Ext 2,
kwaThema

EDUCATION

Ekurhuleni East TVET College
2013 - 2014
N5 Human Resources Management

Ekurhuleni East TVET College
2013

N4 Human Resources Management

SKILLS

e Proficiency in Microsoft Suite
and other operational software

e Negotiation skills

e Problem-solving skills

e Organization and time
management skills

e Respectful of deadlines and
detail-oriented

e ERP knowledge

e Diligent and proactive

PROFILE

| would like to obtain a position that utilizes and further
develops each of my skills and will allow me to work my
way up into a position of more responsibility. To utilize my
professional and skills experience with the intention of
securing a professional career,with ample opportunity to
tackle challenges and advance, while continuously building

on my library of knowledge and skills.

WORK EXPERIENCE
OPERATIONS SUPPORT AGENT ASSOCIATE

FedEx Express
2023 - 2024

e Providing technical and administrative support for the
day for the day-to-day operation of a business

e Ensuring the smooth operation of systems and
processes

e providing administrative support

e coordinate deliveries of supplies and manage calendars

e efficiently and effectively assist the business's
operations

e Expedite resources, tools, equipment and material

e Analyses, interprets and communicates a variety of

information to support operations group



WORK EXPERIENCE

OPERATIONS SUPPORT AGENT
FedEx Express
2017 -2022

e Maintain positive client and vendor relationship

e Monitor inventory

e Analyze and maintain operational data

e Ensure compliance with best business practices
throughout organization

e Implement improved operational measures and policies
that promote efficiency

e Ensure customer complaints are handled and resolved
accurately and quickly

e Setting operational goals to meet and exceed

expectations

WORK EXPERIENCE
SALES REPRESENTATIVE
Rand Outfitters

2016

e Open and close cash register

e Monitor inventory stock

e Increasing the store's sales

e Managed client database and contact information

e Maintaining an orderly appearance throughout the sales
floor superior product knowledge

References are available upon request.
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DEPARTMENT: HIGHER EDUCATION AND TRAINING
REPUBLIC OF SOUTH AFRICA
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