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SUMMARY


Detail-oriented and organised Administrator with experience in office support, data capturing, document management, and customer service. Skilled in maintaining efficient administrative processes, handling correspondence, and supporting daily office operations. Strong communication skills with the ability to work independently and as part of a team.



WORK EXPERIENCE


	Office Administrator
	11/2024 - Present


ABC Accounting Services
· Managed incoming calls and emails, responding to enquiries professionally. 
· Captured data accurately and maintained up-to-date records.
· Organised and maintained physical and electronic filing systems.
· Assisted with preparing reports, letters, and office documents.
· Coordinated meetings, appointments, and office schedules.
· Supported finance tasks such as invoicing and basic reconciliations.

	Clerical Assistant (Part-time Internship)
	02/2023 – 10/2024


XYZ Property Management
· Manage and organize physical and digital filing systems
· Enter and update data in spreadsheets and databases
· Answer phone calls and direct inquiries to appropriate departments
· Respond to emails and draft routine correspondence
· Schedule appointments and maintain calendars
· Prepare, format, and print documents and reports
· Sort and distribute incoming and outgoing mail
· Maintain office supplies inventory and place orders when needed
· Assist with basic bookkeeping tasks such as processing invoices
· Provide general administrative support to staff and management

	Administrative Assistant (Volunteer)
	01/2022 – 01/2023


The Vaping kING
· Captured and updated data in spreadsheets and databases
· Coordinated appointments, meetings, and event logistics
· Provided customer service and support to clients and staff





EDUCATION


	Diploma in Office Administration
	02/2020 - 11/2022


University of the Free State (UFS)
Major subjects: Business Communication, Administrative Management, Financial Administration, Computer Practice, Administration, Records and Information Management, Customer Service Management 

	National Senior Certificate (Matric)
	2019


Fichardtpark High School
Major subjects: Afrikaans, English, Mathematics Literacy, Life Science, Business Studies, Biology, Computer Application Technology


SKILLS


	Front desk support
Admin and clerical support
Data capturing
Record keeping
Communication
	Document management
Microsoft Word and Excel
Microsoft Outlook
Meeting coordination
Team Management




ADDITIONAL TRAINING


	Customer Service Training
	2019


University of South Africa (UNISA)
Focus: client communication, conflict resolution, and professional telephone and email etiquette.

	Office Administration Workshop
	03/2023 - 04/2023


Damelin
Focus: filing systems, records management, reception duties, switchboard handling, and professional office communication


LANGUAGES


Native: English				Additional: Sesotho (intermediate) & Afrikaans (Basic)
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