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PROFESSIONAL PROFILE  

Professional and highly organized Administrative Assistant with experience supporting 

examination administration within the Gauteng Department of Education. Skilled in 

office administration, document management, data capturing, filing systems, 

scheduling, email correspondence, and customer service. Proficient in Microsoft 

Word, Microsoft Excel, Microsoft Outlook, and general office administration. 

Recognized for accuracy, professionalism, excellent communication skills, and the 

ability to work under pressure while maintaining confidentiality. Ready to contribute 

immediately to a fast-paced office environment.

 

EDUCATION 

TSHWANE UNIVERSITY OF TECHNOLOGY 

National Diploma: Local Government Finance — 2021  

KWAMATHANDA HIGH SCHOOL 

National Senior Certificate (Grade 12) — 2015 

CORE COMPETENCIES  

• Office Administration 

• Microsoft Word 

• Microsoft Excel 

• Microsoft Outlook 

• Email Management 

• Appointment Scheduling 

• Data Capturing 

• Filing & Records Management 

• Report Preparation 

• Telephone Etiquette 

• Customer Service 

• Administrative Support 

• Time Management 

• Communication Skills 

• Attention to Detail 
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• Problem Solving 

• Teamwork 

• Confidential Document Handling  

PROFESSIONAL EXPERIENCE 

ARTSOLAR (Pty) Ltd 

General Worker / Cleaner – September 2024 / June 2026  

Responsibilities 

• Provided general office administration and clerical support. 

• Managed emails, filing, and data capturing. 

• Assisted with scheduling appointments and preparing documents. 

• Supported basic finance functions, including invoice processing, record keeping, and 

reconciliations. 

• Maintained accurate records and ensured smooth day-to-day office operations.  

 Gauteng Department of Education 

Exams Administrator (Internship) July 2023 – June 2024 

Key Responsibilities 

• Managed confidential examination documentation. 

• Performed data capturing with a high level of accuracy. 

• Maintained manual and electronic filing systems. 

• Responded professionally to emails and telephone enquiries. 

• Scheduled meetings and administrative appointments. 

• Prepared official correspondence and reports using Microsoft Word. 

• Updated spreadsheets using Microsoft Excel. 

• Assisted with general office administration. 

• Managed records in accordance with departmental procedures. 

• Supported examination officials and stakeholders. 

• Worked effectively under strict deadlines. 

• Delivered excellent customer service. 

 REFERENCES 

MRS BUSISIWE MATHEBULA (GDE - Supervisor ) 083 404 0201/012 401 6573 – 

Busisiwe.Mathebula@gauteng.gov.za  

MICHELLE VISSER (Artsolar - Supervisor) – michelle@artsolar.net /078 219 1710  
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