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Skills and Experience

Technical skills & Professional skills Industry Experience
Software tools
General Administration & Organisation Administration & Support Services

M5 Excel, Word, PowerPoint Bookkeeping Finance

Pastel & Sage Data Capturing Legal & Law

Zoho Email Management Transportation

ChatGPT HR Travel & Tourism

nstagram & Facebook Customer Service

Efficient Time Management

Work Experience

Virtual Assistant
Aug 2024 - Outsourcery
Current

Raising PR’s, GR's, and tracking PO's.
Liaising with suppliers and buyers.
Sending invoices For payment,
Supporting multiple departments.

Processing expense accounts.

Payroll Administrator and Admin Assistant
Nov 2022 - Mar Vat Refund Administrator
2024

% Full Function payroll, Pastel salary journals.

3 General administration and secretarial work.

Receptionist, Payroll and Creditors Manager, Accounts Assistant
Jan 1998 - Aug Morisk Investments
2020

Typing up documents, letters, and emails.
General secretarial and administrative duties.
Cashbooks, Invoicing, processing payments.

Full Function payroll, creditors.

Receptionist, Conveyancing Secretary
Jan 1994 - Jan Calteaux & Partners Attorneys
1998

Typing up legal documents.

Compiling bond and TRF documenits.

Managing the processing procedure of the conveyancing department.
Signing up new clients.

General administration work.

Education & Certifications

Diploma in Payroll Diploma in Reception,
Secretarial, Customer Care

YES, | WANT TO PROCEED WITH THIS CANDIDATE ‘ NO, PLEASE SHARE MORE PROFILES

'4‘“.}1 -._:" IS
- b i.LI ki,
FES AT
f:*ltf;ﬂl-:fi' d ".'
& g
l!‘ Tiq_-l.
N i I i
AT
.1 ﬂz.h. l;?__‘.' ‘Jr.l ,. "
LA rvrbis
FF}*.” e
WY YK 43bEl
P
ir";z; ] LodAd
vi el P TaA 1
re i |
i"ﬂ“" ot o el
'ﬁﬂfif L el
’ i f & AN -a PR
| | & " f | ]
ﬂi*ﬁﬁ IO T |
2:1;*; I-f fl’l"‘_',lp-.l"_' l k : |
N f .'_ X h
117z et RO .
5':':? -l'-"'ll".!:"'-' TR A
EEE§F A Y RN
......... ﬂ'*- o ,-.I-l_.l, - 1
Yeneh W IS



