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0786819373/0727290979/0711705291 |
ntiyisokubayi100@gmail.com/ntiyisokubayi04@gmail.com

SUMMARY

As a qualified Public Affairs, Local Government [Public Management], | bring a strong academic
foundation in public administration, policy analysis, and research. | am passionate about fostering
effective, transparent, and inclusive governance. With skills in communication, critical thinking, and
problem-solving, | aim to contribute to initiatives that enhance local government operations and promote
community well-being. My ability to think critically and collaborate effectively with diverse stakeholders
sets me apart, enabling me to drive impactful solutions. Committed to leadership, sustainability, and
positive change, | strive to make a meaningful impact in the public sector.

PERSONAL DETAILS
Driving Licence : C1
PROFESSIONAL EXPERIENCE

- Department of Social Development 01 August 2025 - 03 August 2026
Human Resource Management Learner

Human Resource Management Duties
. Administer and capturing leaves -
. Processing appointments through PERSAL system -

. Handling selection and recruitment process (Security background, verification of qualifications,-
secretariat functions at interviews/shortlisting etc

. Processing long service and housing allowance schemes -
. Process termination and transfers -
. Calculation and creation of leave gratuity -
. Confirmation of employment through PERSAL -
. Updating personal information on PERSAL -
. Administration of condition of service =
. Administration of Service benefit 5

. Human Resource Development & Training Duties -
Compile WSP



. Compile and analyze Skills Audit -
. Conducting training need analysis -
. Assisting in conducting induction and orientation programme -
. Coordination of workshops -
. Compile monthly, quarterly and annual training reports -

. Records Management Duties -
Receiving documents from HRM amd Finance offices

. Records documents .
. Sort documents according to PERSAL numbers -
. File documents inside their respective files -
. Open new files -
. Retrieve and record requested files s

. Game Store Tzaneen 03-01-2022 - 02-01-2023
Cashier
Delivered exceptional customer service by efficiently handling inquiries, resolving complaints and
promoting store promotions.

. Processed high volume of cash, card, and mobile transactions accurately while ensuring customer-
satisfaction.

. Maintained a balanced cash register with zero discrepancies through diligent attention to detail. -

EDUCATION

. Tshwane University of Technology 2025
Diploma in Public Affairs, Local Government [Public Management]

. Mookgo Secondary School 2021
National Senior Certificate

SKILLS

. Good verbal and written communication skills
. Interpersonal relations

. Ability to handle pressure

. Conflict management

. Policy analysis and interpretation skills

. Report writing skills

. Problem analysis and analytical thinking



. Honesty and confidentiality

. Customer care skills

. Knowledge of PERSAL

. Time management

. Computer literacy skills

. Planning and organizing

. Teamwork

. Language skills

. Basic reading, writing and calculations skills

REFERENCE

. Ms Mongwe E - Department of Social Development
HRD/Training Supervisor
MongweE@dsd.limpopo.gov.za
066 264 1069

. Masia M.G - Department of Social Development
HR Supervisor
MasiaM@dsd.limpopo.gov.za
072 388 1288
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Tshwane University
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We empower people
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‘Date OF Birth : 20-APR-2003

- (LOCAL GOVERNMENT)
Crediz : 360

National level Naticnal Credit
58 EASS 05 10,00

84 PASE WITH DISTINCTION 05 2.00

79 PASS WITE DISTINCTION 05 2.00
National Level National Credit
€2 PASS 05

70 PASS a5

79 PASS WITH DISTINCTION as

€4 FASS au..

zwn.»ozuwr.:_ouzm.._osm.nnnn»n
76 PASS WITH DISTINCTION 10.00
£9 PASS 10.00
55 PASS 12.00
B4 PASS WITH DISTINCTION 19,00
3 62 PASS 12.00
PUBLIC AFFAIRS B 72 BASS 8.00

aﬁ gﬂ AFFAIRS (LOCAL GOVERNMENT)
0 ; 111241 Credit : 360
gnmwgo. Diploma (06)

o National Level Naticnal Credit
IN THE PUB SECTOR 114 66 PASS 06 10.00
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Date Of Birth : 20-APR-2003
72 2288 10.00
66 PASS 10.00
65 PASS 10,00
B5 PASS WITE DISTINCTION 10.00
&1 PASS 10.00
Nationai level lNational Credit
67 PASS 96 10.00
78 PASS WITH DISTINCYION cé 10.00
72 PASS 08 10.00
69 PASS 06 10.00
78 PASS WITH DISTINCTION 06 12.00
76 PASS WITH DISTINCTION 06 10.00

A IN FUBLIC AFFAIRS (LOCAL GOVERNMENT)
satdon ID : 11124: Credit : 360

m&&um sn«nnnnn Certificate, Diploma (06)

Naticnal level National Credit
WITH DISTIKCTION 06 10.00
WITH DISTINCTION DL 10.00
08 10.00
06 310.00
WITH DISTINCTICN L6 1€.00
WITH DISTINCTION 08 10.00
National 1 Nac osw» credit [TSHWANE cz_%
0e 5.00
06 uo.ua
06 10.00
06 5.00
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Date Of Birth : 20-APR-2003

61 PASS
€3 COMPLETE

RS (LOCAL GOVERNMENT)
it will be tormally awarded on 21 MaAY 2026,
S5

TSHWANE UNIVERSITY OF TECHNOLOGY |
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