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Professional Summary 

I am a calm, dependable and respectful young professional with practical experience in administration and 

general office support. Working in an office environment has taught me the importance of organisation, 

professionalism and handling responsibilities with care. I enjoy contributing to the smooth running of daily 

activities, pay attention to small detail and believe in completing tasks properly rather than rushing through 

them. I am someone who is willing to learn, accepts guidance positively and works well with different people. 

My goal is to grow within a professional organisation where I can contribute consistently, gain experience, 

and build a meaningful long-term career. 

 
PERSONAL DETAILS 

Nationality: South African 

Gender: Female 

Race: African, Black 

Driving License: Valid Code B Driver’s License 

Languages:English, Setswana 

 
EDUCATION 

University of South Africa (UNISA) 

Higher Certificate in Archives and Records Management 

Completed - 2024 

 
Thornview Acudeo College 

National Senior Certificate (Matric, Grade 12) 

Completed - 2022 

 

SKILLS 

●​ Confidentiality 

●​ Time Management 

●​ Attention to Detail 

●​ Teamwork 

●​ Computer Literacy 

●​ Microsoft Word 

 

 

●​ Record Keeping 

●​ Filing and Document 

Management 

●​ Diary and Appointment 

Management 

●​ Office Administration 

●​ Communication 

●​ Professionalism 

 

 

●​ Microsoft Excel 

●​ Outlook 

●​ Planning 

mailto:sefikeodireleng47@gmail.com


EXPERIENCE 

 
Vikela Mining 

Administrative Assistant (Contract) 

February 2024 – March 2025 

•​Maintained and organised office records, files, and administrative documents. 

•​Captured and updated information accurately on spreadsheets, databases, and office systems. 

•​Prepared and filed office correspondence and supporting documentation. 

•​Assisted with daily administrative tasks to support the smooth running of the office. 

•​Answered telephone calls, received messages, and directed enquiries professionally. 

•​Scheduled appointments and meetings and maintained office diaries and records. 

•​Handled confidential information responsibly and complied with office procedures. 
 
 

ARCIEVEMENTS 

●​ Completed a professional certificate, demonstrating commitment to personal and career development. 

●​ Developed practical administrative and data capturing experience within a 

professional office environment. 

●​ Maintained accurate and confidential records with a high level of attention to detail. 

●​ Improved proficiency in Microsoft Word, Excel, and Outlook through daily administrative tasks. 

●​ Consistently submitted assigned work on time and maintained a reliable attendance record. 

●​ Recognised for being organised, dependable, and willing to learn in a professional workplace. 

●​ Successfully balanced workplace responsibilities while continuing personal 

and professional development. 

●​ Built confidence in professional communication, teamwork, and office etiquette through 

practical work experience. 

 

 
REFERENCE 

Mr Sello Motlana | Operations Manager at Vikela Mining | 071 466 2120 
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