
BONGIWE MANDLANZI
Benoni, Gauteng | 073 155 4635 | Angelsbongiwe0@gmail.com

Professional Profile
Reliable and detail-oriented Administrative Assistant with 2 years' experience supporting office
operations, data capture, document management, scheduling and customer service. Strong
organizational skills, excellent communication and proficiency in Microsoft Office.

Career Objective
To contribute to a professional organisation where I can apply my administrative skills while
continuing to grow and develop.

Work Experience
Admin Assistant – R & R Projects (Jan 2023 – Dec 2025)
• Data capture and filing
• Document control
• Meeting preparation and minutes
• Email and telephone correspondence
• Confidential record management
• Administrative support

Education
Etwatwa High School – Matric (2022)

Certifications
• TEFL Certificate (Teacher Record)

Core Competencies
Administration • Data Capture • Microsoft Word • Microsoft Excel • Record Keeping • Time
Management • Customer Service • Communication • Teamwork

Personal Strengths
Reliable, adaptable, professional, detail-oriented, quick learner and able to work independently or in
a team.

References
Maseti Lydia – R & R Projects | 068 558 6916



BONGIWE MANDLANZI
1 Heidelberg Street, Actonville, Benoni
Cell: 073 155 4635
Email: Angelsbongiwe0@gmail.com

Dear Hiring Manager,
I am writing to express my interest in the Administrative Assistant position at your company. With
two years of experience providing administrative support at R & R Projects, I have developed strong
organizational, communication, and office administration skills that enable me to contribute
effectively to a professional team.

In my previous role, I was responsible for data capturing, filing, document control, managing
correspondence, maintaining confidential records, and supporting daily office operations. I am
proficient in Microsoft Word and Excel, pay close attention to detail, and consistently complete
tasks accurately and on time.

I completed my Matric at Etwatwa High School in 2022 and am committed to continuous learning
and professional growth. I am reliable, hardworking, eager to learn, and confident that I can make a
positive contribution to your organization.

I would appreciate the opportunity to discuss how my skills and experience align with your needs.
Thank you for considering my application. I look forward to hearing from you.

Yours faithfully,

Bongiwe Mandlanzi
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