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Kabelo Masokwane 
 

About Me 
 

Motivated and dependable recent matriculant with strong communication, administrative, teamwork, and 
computer skills. Demonstrates a strong work ethic, willingness to learn, and ability to adapt quickly to new 
environments. Proficient in Microsoft Office applications, including Word, Excel, PowerPoint and Access. 
Seeking an entry-level opportunity where I can contribute positively to a team while developing my 
professional skills and gaining valuable industry experience. 

  
 

Experience 
 

Secretary 01/2025 - Current  
Masokwane Family Trust  

Managed correspondence and administrative records. 
Assisted with document preparation and filing. 
Coordinated meetings and maintained schedules. 
Communicated with stakeholders professionally. 

Collaborated with classmates 01/2019 - 12/2024  
Madiba Comprehensive School  

Participated in group projects and team assignments. 
Collaborated with classmates to achieve project objectives. 
Assisted with school events and administrative activities. 

  
 

Skills 
 

• Administrative Skills 
• Excellent Team Worker 
• Work Ethic 
• Time Management 
• Communication skills 
• Problem-solving 
• Willingness to learn 

 

• Calm under pressure 
• Active listening 
• Analytical and critical thinking 
• Customer focused 
• Task collaboration 
• Microsoft Word 
• Microsoft Excel 

 

• Microsoft PowerPoint 
• Microsoft Access 
• Internet Research 
• Email Communication 
• Data Capturing 

 

 

  
 

Education 
 

National Senior Certificate (Diploma Pass), 2024 
Madiba Comprehensive School  

  
 

Languages 
 

English: C2 
 

 
Tswana: C2 
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Proficient  Proficient  
Afrikaans: B1 

 
Intermediate  

 
Isizulu: C2 

 
Proficient  

 

  
 

Reference 
 

Mr. Nico Maboe, +27 72 283 1098 


