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Charlotte Hlongwane
552 Cairo Street, Tshepisong Phase 5, Johannesburg, Gauteng
Cell: 081 263 0868
Email: hlongwanecharlotte5@gmail.com

Professional Profile
A dedicated and hardworking final-year student pursuing a qualification in Archives and Records
Management at UNISA. Possesses strong organizational, communication, and administrative skills
and is eager to gain practical experience.

Education
University of South Africa (UNISA)
Archives and Records Management
Final-Year Student

PJ Simelane Secondary School
Grade 12 (Matric)

Skills
Records Management, Document Control, Administrative Support, Information Management,
Microsoft Word, Microsoft Excel, Communication Skills, Time Management, Teamwork, Attention to
Detail, Problem-Solving, Organizational Skills

Work Experience
No formal work experience. Available for internships, learnerships, administration and office support
roles.

Reference
Nhlanhla Xulu – Reference available upon request.


