CURRICULUM
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Theogracious Kalanie
Brakpan, Gauteng
068 399 0166
theograciouskalanie@gmail.com
PROFESSIONAL SUMMARY
Customer service and administrative professional with experience in client support, data capturing, record keeping and issue resolution. Proven ability to handle high volume customer interactions while maintaining accurate documentation and service quality.
WORK EXPERIENCE
Wunteer- Customer Service & Administration
Ubuntu Community Empowerment Centre I September 2024 — December 2024
· Assisted 150-200 clients daily with enquiries. escalations. and issue resolution.
· Captured client information accurately and maintained records and documentation.
· Provided face to face customer service support.
· Applied problem solving techniques to ensure customer satisfacöon.
Machine Operator
Widney Transport Components I October 2022 — June 2023
· Maintained accurate production. stock and material records.
· Assisted with stock taking and inventory control to ensure material availability. [image: ] Handled and monitored materials used in production process.
· Supported requisition processes for required materials and supplies. [image: ] Worked closely with team members to ensure smooth workflow and avoid production delays.
[image: ]Ensured compliance with quality and safety standards.
· Assisted in identifying material shortages and reporting requirements to supervisors.
[image: ]
Business administration (NQF Level 3)
LearnMe I January 2025 — October 2025
[image: ]Course
Ubuntu Community Empowerment Centre I February 2024 — August 2024
[image: ]
Welding Semi -Skilled
SAJ Competency Training Institute I November 2019 — August 2020
[image: ]
Marketing Management (N4-N5)
Ekurhuleni East college 1 February 2018— November 2018
Primrose Technical High School | 2017
· Customer service
[image: ] Administration & record keeping
· Communication skills (verbal & written)
· Time management & task prioritisation [image: ] Teamwork & interpersonal skills
LANGUAGES
· English
· Afrikaans
REFERENCES
Martin Roodt -062 3561632 Welder — Widney Transport Components
Donay Pienaar - 063 4121734
Project Coordinator — lJbuntll Community Empowerment Centre[image: ]
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Phone: 068 399 0166 — EmaH: theograciouskalanie@gmail.com
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