BONGIWE MANDLANZ|

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 | 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 MANDLANZ|

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

Dear Hiring Manager,

| 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, | have developed strong
organizational, communication, and office administration skills that enable me to contribute
effectively to a professional team.

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

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

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

Yours faithfully,

Bongiwe Mandlanzi
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BONGIWE MANDLANZI

Course Modules

Administrative Skills « Office Communication |
 Filing and Documentation « Time Management |
« Computer Skills « Meeting Support

» Customer Service ¢ Financial Administration

« Workplace Safety « Career Development

15 July 2026 M\)&y/
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EduCourse Director
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_-; e Teaching English as a
Sean to verify Foreign Language Course

(120 Hours)
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BONGIWE ANJELKA MANDLANZI

for the successful completion
of TEFL course

at

TEFL Professional Institute - Teacher Record

Herg L

Director

Jun. 2025 Certificate No. TR1163549598

www. TeacherRecord.com



REPUBLIC OF SOUTH AFRICA

| National Senior Certificate

Aworded to

BONGIWE ANJELKA MANDLANZI

igentty number 0303130804089 £xom number 8223110500053

| Achievement
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REPUBLIC OF SOUTH AFRICA

MNATIOMAL IDENTITY CARD
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Vsms INCOME TAX -

South African Fovenus Service Notice of Registration

Enquirles should be addressed to SARS
Contact Detall

SARS 000 00 T2TT
BA MANDLANZ| mm WeDSite: www 5ars gov 23
C721 Old location
Brakpan
Ekurhuleni
1540
Tazpayer Referenca ho 2455015187
Date: 20230810
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2023-09-10
Dear Taxpayer
NOTICE OF REGISTRATION

The South African Revanue Sennce {SARS) confirma registration of the following taxpayer:

Name and Surname: BONGIWE AMJELKA MANDLANZI

ID number: 0303130804089
Taxpayer reference number; 2455815187

Date of Registraton: 2023-08-09

Your tax obligation

¢ circumstances, you may ba required 1o submt an annual moome tax returm. Should you be a provisional taxpayer,

DBP’E"I!I o youl
Pt nts will be reguired every six months, More delads can be obtamed from the SARS website

returns and payme

ncome any amount which does not constifulé remuneraton or an allowance or advance

Any person who denves by ey of | .
ncome Tax Act is regarded as a Provisional Taxpayer and may be required to submit provisicnal

contempiated in secton §1) ofthel
returns.

Kindly notify SARS of any changa o your registered particulars within 21 business days of such change.

Should you have arny Gueres please call the SARS Contacl Centre on 0800 00 7277. Remember 10 have your taxpayer reference
number at hand when you call to enable us lo assist you promptly,

Sinceraly
ISSUED ON BEHALF OF THE COMM ISSIONER OF THE SOUTH AFRICAN REVENUE SERVICE
__*——____——___-‘_
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