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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 Email & Diary Management Entertainment & Event Management
Pastel, Sage & QuickBooks Travel Management & Booking Legal & Law
ChatGPT Data Capturing Transportation
Pinterest Proofreading
Mailchimp Bookkeeping
HR

Customer Service

Work Experience

Virtual Assistant
Jul 2021 - Qutsourcery
Current

<% Supported the Procurement department by efficiently processing orders and ensuring accurate invoice matching

to maintain smooth operations.
<+ Trained new staff members on essential tools and procedures, providing ongoing online support to help them

succeed in their roles and adapt quickly to responsibilities.

Receptionist and Bookkeeper

Mar 2021 - Apr Goldman Engineering
2021

Performed receptionist duties, ensuring a professional and welcoming environment For clients and visitors.

Assisted with bookkeeping tasks, including maintaining accurate Financial records and supporting the accounting
team.
Managed payroll processes, ensuring timely and accurate compensation For employees

Bookkeeper
Nov 2019 - Mar WB Designs
2021

<% Managed all bookkeeping functions, including maintaining accurate Financial records and handling payroll
processing.
<% Oversaw SARS e-filing to ensure compliance with tax regulations and timely submissions.

OFFice Manager
Jan 2017 - Oct Wilsons Glass
2019

Oversaw all office administration, ensuring smooth day-to-day operations and organisation.

Managed comprehensive bookkeeping Functions, maintaining accurate Financial records and reporting.
Performed receptionist duties while also serving as a sales representative, providing excellent customer service
and driving sales.

Assisted in optimising workFlow processes to ensure efficient operations and timely delivery of products and

services.

OFfice Manager and PA to 3 directors
Apr 2013 - Dec Langprop Developers
2016

Managed all office administration, ensuring efficient and organised operations.
Handled all bookkeeping Functions, maintaining accurate Financial records and reports.
Provided comprehensive personal administrative support to the directors, managing schedules, correspondence,

and other tasks to streamline their daily responsibilities.

OFffice and HR Manager

Feb 2006 - Mar BLC Attorneys
2013

Managed all administrative Functions, ensuring seamless operations For a team of 70 staff members.
Maintained the Firm's website and Facebook profiles, keeping content updated and engaging.

Provided support For IT-related issues, ensuring the Firm's systems were consistently Functional and reliable.
Played an active role in organising and running various committees, staff meetings, and HR-related matters.
Assisted with the marketing and branding efforts of the Firm, enhancing its visibility and reputation.

Planned and coordinated Functions For staff and clients, Fostering strong relationships and a positive company

culture,

Education & Certifications

Grade 12 High School Diploma
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To i A E R ARASR U F REFEFITESY
O ORI EERERETE
I T KLY YL Y S R S
o I‘."J"ﬂ‘f ' I I ) ?I"*P;" L -‘I:‘ﬁiiﬁ.d.';ln_"_-"_z.-:.'- 31
s ‘I‘F: v ,mq* . 'ﬁi i ': J* . .l"’ -‘*_H.l_‘ J._"#-i'-‘.:.ttr".- I.;I|
AL BB G AT
S e
X AT A dddddad AL LT
"«rf'i".“ .'.rlp'l'b'?’ o w-fiﬂl "'.l‘ # llgl-;.‘.-tr,l._..'l"_-'_.
PO AT S WY By IUR TN
SOOI
‘W 1 '| L [ i 4} - Lk o . i"j- .;‘-_ i
ﬁ:[v‘;.'l' F":f:,“ﬁl; tkﬁ:::;’i’ﬁﬂ' il,.lr,"} T
gl o WA Y L a bl ey
e i
o S Ry A AT NPT
X Y vy vy F,P:i-,,'.-,ir ﬁﬂ;ﬁ* LA '
QEALLCL LRSI A A Dl L Ty
wl'.‘l'.vrr.rr'".k.r#!l';ﬂ-i Hy*ﬁf— ST ALY
L e AT
M T A AR AT AR AL AR A L A i ‘
by _er‘,ﬂ_ﬂb*h‘;il";ii; rr-:";E;r:’"u’F_’,;‘ -ij,.—!.:‘j-_,__: VIO Rl
L &y ¢ f|r ; | i‘"g' . KL .
e W W we Lt lp f A Y
J,-."th".'.‘*h-blr'l'l-"r .rf“lﬂir!' ‘i ’t _'H!ﬂ'fi L
_Ln;_.l: .H_"!I"itlru- H."il ':_E_E ﬁ:;g- ;!Iu‘#l#‘; KT ‘.'T—‘ o ‘E«;_‘ F
IL“:L":_‘!;HI‘N;:':FE-:EET_:E ':_" q‘!‘#i F Ji,j‘ :.l. -l -
AT A A A T b1 Lot o



