Karabo Rethabile Nkopane

©Q 381 Xuma Street Bekkersdal Westonaria 1779
[] 0789050504 %8 karabontsiki@gmail.com

@ Objective

I am a punctual, motivated, and highly organized professional with a sirong background in Administration and
Management Assistance. [ thrive in fasi-paced environments, consistently producing high-quality work while
managing multiple priorities with precision.

B Personal information

» MNationality: South African
« Gender: Female

= Place: Bekkersdal

« Date of birth: 19.11.2003

BR Education
Westcol Randfontein College

Management Assistant N4 2024

Randfontein Westcol College

Management Assistant N5 2025

Randfontein Westcol College

Management Assistant NG [In progress] 2026

Gauteng Provincial Government Data Analytics

Introduction to Cybersecurity, Artificial Intelligence (Al), Data Analytics 2028

Kgothalang Secondary Schoaol

MATRIC 2021
2= Experience

Kgothalang Secondary School May-2023 - December-2023

Teacher Assistant

+ Delivering instruction

+ Managing classroom behavior

« Grading assignments

» Providing one-on-one siudent support
= Administrative Support

& skills

* Document preparation and Filing * Office Adminisiration * Strong organizarional abilities *
Proficiency in Microsoft Office * Problem-Solving and Decsion-Making * Delegaiion and
Empowermment

2% Reference

Mrs Kutumela Kgothalang Secondary Schaal
Teacher 0632189944



Mr Moeng Kgothalang Secondary School
Principal BE25558502
=) Language

« Tswana
- English
« Xhosa
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REPUBLIC OF SOUTH AFRICA

National Senior Certificate

Awilrdied o

KARABO RETHABILE NKOPANE

Idenfity number 037 | [R0344084 Exom-number B2 1 2708150122
Achievemen!
Subject T level
Setswaona Home Languaoge 57 4
English Firsl Additional Lenguage 59 4
Mathemaohcol Literacy 3z 2
Life- Orientation 7b &
Geography ! 33 2
History e RO ] 40 t
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This condidate is awarded the MNollenal Senlor Cerfificate and has mat the minimum reguiremants for
admission 1o highar cerificale Hudy o gazetied lor admission 1o Higher education. su biect fo | :
requirements of the higher education institution corcemed

1
h

NS Daoners, 220 8191 288
Chief Exacufive Officer T lHllll I

Thin conifoate 8 il sd withog) dtherartd e or erome ol gy e

With effect from Decemper 203 E

|

‘ Council for Quality Assurance in ]
| General and Further Education and Training

South Africa 310797 EB
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DEPARTMENT: HIGHER EDUCATION AND TRAINING

REPUBLIC OF SOUTH AFRICA

CERTIFICATE ONF4ACHIEVEMENT
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BT AFRICAN PO IGE

MANAGEMENT ASSISTANT
AWARDED TO
NKOPANE KARABO RETHABILE
IDENTITY NUMBER
0311190344086
WITH EFFECT FROM
2024-12-01

AL OFFERINGS PASSED
'.*. mqn:'ss OIS TINGTION
OFFICE PRACTICE N4
COMMUNTCATION N4
INFORMATION PROCESSING N4
OMPUTER PRACTICE N4
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EFRVICE

62622005M

O

Ex on Officer

irector-General

under delegated authority from the Quality Council for Trade and Occupations

|ssued by the Director-General of the Dapartrment of Higher Education and Training @ q
Gaaniby
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