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	Personal Details

	ID number:                   690709 5380 085

Date of Birth:               09 July 1969

Nationality:                  SA Citizen

Languages:                   English, Xhosa, Afrikaans

Driver’s license:           Code 08

Sex:                              Male


	

	

	Education Background

	Secondary Education:

School: Ndamase High School – Matric / Grade 12 

Subjects: isiXhosa; English; Afrikaans; Biology; Biblical Studies; Agricultural Science.
Year:12/ 1988

Tertiary Education

1. Institution: University of the Western Cape

Degree Obtained:  Bachelor of Arts 

Courses : Psychology; Sociology; Anthropology; English; Afrikaans.

Year awarded: 03/1995

2. Institution: Cape Peninsula University of Technology-

Certificate Obtained: Project Management 

Year awarded:  06/2001

3. Institution: UNISA Graduate School of Business 

Certificate Obtained: Practical Project Management 

Courses: Project Planning; Cost Management; Supply Chain Management; Managing People; Labour Law and Contracts; Project Schedule and Control.

Year awarded: 12/2009



	Work Experience

	Freelancing Experience:

1. Name of Company: Maskew Miller and Longman

Duties: Translation, editing and proofreading of Grade 1-3 Educational books, Numeracy, Literacy and Life Skills, 

Target Language: isiXhosa

Contact person: Ms Gerda Grobler 
Tel: 021 532 6138

gerda@mml.co.za

2. Name of Company: I O Publishing
Duties: Translation, editing and proofreading of Educational Books in isiXhosa

Duration – Working on a 3 year translation project from 2010 – 2013, 

Target Language: isiXhosa

Contact person: Ms Portia Timotheus
Tel: 021 903 4561

Current Work
Administrative Assistant                                       06/2006 to Date                                                            

Institution: ANC Parliamentary Caucus, Cape Town, Western Cape.

Duties entails:
· Coordinating of meetings and venues for approved and prioritized Study Groups in accordance with Parliamentary Process framework.

· Minute taking of outcomes of meetings and ensuring distribution of minutes and presentations to all stakeholders.

· Filing of Parliamentary Process framework.

· Reporting of program and communication across all projects.

· Keeping IT support services running smoothly and efficiently.

· Logging of calls on IT queries and resolutions using self designed tracking form.

· Liaision with parliamentary IT unit and service providers.   

Sales and Marketing Executive                             05/2005–05/2006

African Access Holdings, Cape Town, Western Cape.

· Developing and implementing of marketing strategy.

· Arranged and facilitated presentations to potential clients (Government departments)

· Developed, implemented and managed social responsibility strategy for the company.

· Maintained good working relationship with clients.

Training Manager                                                  02/ 2004–04/2005

Uluntu Skills Development Center, Bloemfontein, Free State.

· Developed strategic plan and program for new projects.

· Coordinated, monitored and assesed learnership and skills programmes.

· Monitored project development progress.

· Conducted presentations to clients.

· Ensured efficient management of income and expenditure, including assets.

· Compiled and presented annual report.

Training Facilitator                                                                    09/2003-12/2003

Khula Development Facilitators, East London, Eastern Cape.

· Conduct transversal training to Eastern Cape Provincial Legislature.

· Conduct needs assessment.

· Facilitate skills audit for skills development training.

Operations Manager                                                                04/1999-08/2003

Group Africa Marketing, Cape Town, Western Cape.

· Managed and supervised staff.  

· Coordinated the planning and implementation of budget and performance management system.

· Attended regular meetings with Executive Director around fiscal planning.

· Met tight deadlines and achieve target market.

· Managed the company fleet.

· Organised and coordinate events.

Sales Representative                                                              02/1998–03/1999

Group Africa Marketing, Cape Town, Western Cape.

· Market FMCG.

· Render administrative duties.

· POS and merchandising

Computer Skills

· MS Word, MS Access, Internet, MS excel, MS PowerPoint

· Windows File Management

· International Computer Driving License (ICDL)

Skills/ Competencies 

· Ability to meet tight deadlines
· Ability to put attention to Detail

· Interpersonal Skills

· Excellent communication and writing skills
· Ability to work under pressure either in a team or individually
· Administration, Report Writing, Problem Solving skills
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