
DELIGHT
MHALENI
Business administration

delightmhaleni28@gmail.com

0663950157

13595 Ivory Park Khoza street Midrand
1685, Gauteng

PROFESSIONAL SUMMARY

Motivated and detail-oriented Administrator with a background in Business Administration, computer support and
customer service. Holds an N3 Business Administration Certificate and has experience supporting administrative

processes, maintaining accurate information, working with computers and assisting people in a professional
environment. Proficient in Microsoft Office, including Word, Excel, PowerPoint and Outlook, with strong attention

to detail, organisation and communication skills. Able to maintain records, manage administrative information,
respond to queries, support daily operations and work effectively as part of a team.

SKILLS

Administrative Support, Business
Administration, Stock Control &
Record Keeping, Data Capturing &
Record Maintenance, Customer
Service, Email Communication,
Microsoft Word, Microsoft Excel,
Microsoft PowerPoint, Microsoft
Outlook, Data Accuracy & Attention
to Detail, Document Management,
Filing & Organisation, Client
Communication, Query Resolution,
Operational Support, Teamwork &
Collaboration, Time Management,
Problem Solving, Confidentiality,
Ability to Learn New Systems,
Computer Literacy

LANGUAGES

English (Fluent)

Isizulu (Fluent)
Sepedi (Fluent)

WORK EXPERIENCE

Administration Assistant 02/2024 – 01/2025
Eruditio | Kempton park

Provided general administrative support to assist with efficient
day-to-day operations.

Maintained accurate administrative records and
organised documentation.
Captured and updated information accurately using computer
systems and Microsoft Office applications.

Assisted with filing, document management and administrative
follow-ups.
Responded professionally to queries and communicated
information to relevant individuals.

Assisted colleagues with administrative tasks and ensured work
was completed within required timeframes.
Maintained a high level of accuracy when handling information
and documentation.

Prioritised multiple administrative tasks according to urgency
and deadlines.
Followed organisational procedures and maintained
professional standards.

Supported team members and management with additional
administrative duties when required.
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Computer lab facilitator 04/2022 – 03/2025
The Click Foundation | Sandton

Assisted learners and staff with basic computer-related activities
and technical support.
Supported users with Microsoft Office applications and general
computer literacy.

Helped users understand and correctly use computer applications
and equipment.
Maintained an organised computer lab environment and ensured
equipment was handled appropriately.

Assisted with troubleshooting basic computer and software-
related issues.
Communicated instructions clearly and professionally to users
with different levels of computer knowledge.

Maintained attention to detail when monitoring computer
equipment and user activities.
Supported the smooth day-to-day operation of the
computer laboratory.

Demonstrated patience, problem-solving ability and strong
interpersonal skills.

EDUCATION

N3 BUSINESS ADMINISTRATION 2025
Erudutio

Grade 12 (Matric Certificate) 2018
MANUKUSE HIGH SCHOOL

REFERENCES

Nomonde Bam Manager,TheClickFoundation :079 070 6339

Eric Dube Facilitator , Erudutio: 0119730205 | erick@eruditio.co.za
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