
	 
	
	Ramugondo Aluwani

I am a young organised and proactive individual with experience in supporting cross‑functional teams in a corporate banking environment. I have a strong background in administration, scheduling, communication, and documentation management. I have a proven ability to coordinate tasks, support team operations, and maintain accurate records while working in fast‑paced environments.
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Contact

062 272 4662 / 084 844 4662
aluwaniramu@nedbank.co.za
Aluwaniramugondo59@gmail.com
523/38 Wattle Street Dobsonville Gardens 1863

Education
Richfield Graduate Institute of Technology
2017-2019
Bachelor of Commerce In Marketing Management 
`whfccde434
Hoerskool Vorentoe High School
2016
Matric

Skills
 Team and Event Coordination 
 Administrative Support 
 Meeting & Calendar Scheduling 
 Stakeholder Communication 
 Data Capturing & Reporting 
 Document & Record Management 
 Microsoft Excel, Word, PowerPoint 
 Email Management 
 Attention to Detail 
 Time Management


LICENCE
Code 10 Learners
TRAINING & CERTIFICATIONS
· YES Youth Programme – Workplace Readiness Training
· Microsoft Office (Excel, Word, PowerPoint)
· Corporate/Banking Induction Training

	
	

	
	
	Experience
Marketing Intern – Corporate & Investment Banking Marketing
Nedbank | Sandton
01 August 2025 – Present
· Coordinated administrative activities to support daily team operations.
· Scheduled meetings, managed calendars, and prepared meeting documentation.
· Maintained accurate records, reports, and internal trackers.
· Assisted team members with compliance and onboarding documentation.
· Printing menu and seating cards
· Communicated effectively with internal stakeholders to ensure task completion.
· Assisted the team with events
· Made sure that both the team and the clients are satisfied with the event.
· Supported workflow coordination to improve operational efficiency


	
	
	
	

	
	
	

	
	
	Medical receptionist
Ndofaya medical centre | meadowlands
01 June 2022 – 31 July 2025
· Responsible for the day-to-day running of the practice.
· Managed the consulting patient’s diaries.
· Dispensed patient’s medication.
· Confirmed the patient’s medical aid funds.
· I used to clean the practice and sterilize the Doctor’s equipment
· Assisted the Doctor with hospital authorizations placed and a messenger.
· Placed orders from medical suppling companies for medical supplies and office stationery.

	
	
	
	

	
	
	

	
	
	Brand Ambassador 
African Bank | Braamfontein 
13 January 2020 – 30 May 2020
· Responsible of educating the clients with the ‘My World’ account and the benefits
· Advised the clients on taking and paying the loans.
· Presented at different institutions such as organizations, colleges and universities.
· Hosted competitions and lucky draws.




	

                                                                      REFERENCE

	NDOFAYA MEDICAL CENTRE
	Contact Person: Bridgette
	Contact Details: 0719281199/0115360753

	AFRICAN BANK
	Contact Person: Dolyne
	Contact Details: 0793776017
