NTOMBIFUTHI SOYIZWAPHI

Katlehong. Gauteng | 060 4100123 | ntombifuthisoyizwaphid a gmail.com

PROFESSIONAL SUMMARY

Administration professional with two years of internship experience and additional experience
in a general worker role. Skilled in office support, document handling, communication, record
keeping and day-to-day operational assistance. Reliable, adaptable and prepared to
contribute in administration, reception, customer service or general support roles.

CORE SKILLS

Office Administration | Document Filing | Record Keeping | Customer Service |
Communication | Problem Solving | Teamwork | Organisation

WORK EXPERIENCE

Administrative Intern | Seonyatseng Learning Institute

April 2022 - May 2024

e Provided day-to-day administrative support and helped keep office records organised and
accessible.

e Prepared, sorted and filed documents while supporting accurate record keeping.

e Assisted with enquiries, communication and routine coordination tasks.

e Supported staff with general office duties and followed instructions to complete tasks on fime.

General Worker | Lotus
2019 - 2020

e Completed general duties to support daily workplace operations.

¢ Maintained clean, safe and organised work areas.

e Assisted colleagues with assigned tasks and responded to changing operational needs.
* Followed workplace procedures and completed duties responsibly.



EDUCATION

Business Administration Level 3 | Seonyatseng Learning Institute [ 2022

National Senior Certificate Grade 12 | Qokolweni Senior Secondary School | 2015
ADDITIONAL INFORMATION

Languages: English, isiXhosa, isizulu

Driver's licence: Code Cl

REFERENCES

T Mthethwa | Director, Seonyatseng Learning Institute | O11 5687415

Jennifer | Supervisor, Lotus | 023 492 0040
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CERTIFICATE OF COMPETENCE -

This is to certify that

NTOMBIFUTHI SOYIZWAPHI
9405101382085

Has been found competent against the registered qualification

National Certificate: Business Administration Services : Level 02

SAQA ID: 23833

CREDITS : 133

Issued under the Skills Development Act, 1998 (Act no 97 of 1998)

SOUTH AFRICAN POLICE SERVICE
CLIENT SERVICE CENTRE

202 -10- 07

KATLEHONG NORTH
SUID-AFRIKAANSE POLISIEDIENS

Date Issued : 08 August 2022
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Menzi Fakude
Chief Executive Officer
For and on behalf of Services SETA

CERTIFICATE NUMBER : 00268443
This Certificate is issued without alteration or erasure of any kind
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