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PROFESSIONAL PROFILE

Motivated and dependable Diploma in Entrepreneurship graduate with practical experience in administration, customer
service and coordinating day-to-day business activities. Skilled in data capturing, record keeping, Microsoft Office,
communication and problem-solving. Organised, detail-oriented and eager to learn, with the ability to work
independently and contribute effectively as part of a team.

KEY SKILLS & COMPETENCIES

• Administrative support and office coordination

• Data capturing and accurate record keeping

• Customer service and handling enquiries

• Microsoft Word, Excel, Outlook and PowerPoint

• Email management and document filing

• Scheduling and service delivery coordination

• Basic financial records and transaction tracking

• Communication, teamwork and problem-solving

• Time management, adaptability and attention to detail

WORK EXPERIENCE

Founder / Administrator – Macatin Waste Solutions
August 2025 – December 2025

• Managed daily administrative activities and supported business operations.

• Responded to customer enquiries and maintained professional customer communication.

• Maintained files, records and basic business documentation.

• Coordinated schedules and supported service delivery activities.

• Recorded and monitored basic financial information and transactions.

• Applied problem-solving, organisation and teamwork skills to daily responsibilities.

EDUCATION

Diploma in Entrepreneurship
Tshwane University of Technology (TUT) – Completed 2025

National Senior Certificate (Grade 12)
Hlalanithi High School – Completed 2021
Subjects: Mathematical Literacy, Accounting, Business Studies, Economics, English, IsiZulu and Life Orientation

CERTIFICATIONS & ADDITIONAL INFORMATION

• Introduction to SAMTRAC – NOSA College

• Valid Code 10 Driver’s Licence

• Languages: English, IsiZulu, Sepedi and isiXhosa

REFERENCES

Thomas Kalaba
Manager – Kairo Group
Contact: 064 764 7019

Mbekezeli Mazibuko
Life Coach



Contact: +27 72 486 5653














