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OBJECTIVE 

I consider myself an extrovert, a very modest person. I set myself bigger goals and break them into 

smaller and more achievable goals. I am a very independent individual with the ability to work on my 

own as well as with a team, preferably smaller teams because they allow one to voice and be heard. I 

take every job as an opportunity; through my willingness to learn, I am able to adapt to new 

environments with ease and also grasp new concepts swiftly. I always give my all and total 

commitment to starting and finishing a job. I enjoy working with people I am patient, tactful, diplomatic 

and approachable. I am able to stay calm in difficult situations Respect the importance of 

confidentiality, as I am dealing with employees' personal details, able to work accurately, with good 

attention to detail My motto is “accomplishment is a prize to effort, what you put in is directly 

proportional to what you get out”. Happiness is an inside job 

QUALIFICATIONS 

Office Admin- Ekurhuleni West TVET College – 2021 

ND Human Resources Management - Ekurhuleni West College – 2024 

MODULES COMPLETED: 

N4 

• COMPUTER PRACTICE 

• ENTREPRENEURSHIP AND BUSINESS MANAGEMENT 

• MANAGEMENT COMMUNICATION 

• PERSONNEL MANAGEMENT 
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N5 

 

• LABOUR RELATIONS 

• PERSONNEL MANAGEMENT 

• PERSONNEL TRAINING 

• COMPUTER PRACTISE 

N6 

• COMPUTER PRACTISE 

• LABOUR RELATIONS 

• PERSONNEL MANAGEMENT 

• PERSONNEL TRAINING 

SKILLS/COMPETENCIES 

 

• Ability to operate and organise office effectively 

• Ability to communicate effectively 

• Computer literate MS suite 

• Ability to conceptualise and initiate new innovations 

• Telephone etiquette and excellent typing skills 

• Planning, Organising and Problem-solving 

 
 

 


