
ANTONY ZWANE 

OFFICE ADMINISTRATOR  
RECRUITMENT ADMIN/CLERK  

STAND NO: 128 
EMPUMELELWENI SECTION D 
KWAMHLANGA 
1022 

ID NUMBER: 9208235575081 
DRIVER’S LICENSE CODE10 

CONTACT NO: 
0787125312/0763726350 

EMAIL: zwaneanthony@gmail.com 

Hobbies 

READING BOOKS 
DANCING 

EDUCATION 

 MOPANI TVET COLLEGE
JUNE 2014 TO 2016 JULY        
N6 FINACIAL MANAGEMENT

 ZIDOBHELE SECONDARY SCHOOL 2012

GRADE 12
2012 

WORK EXPERIENCE 

EEZI-WEL -KUSILE POWER STATION 
ADMINISTRATOR/HR ASSITANT 
MARCH 2023  TO AUGUST 2023 

 Data capturing (capturing all contract)
 Booking medical
 Receptionist
 Recruiting candidates
 Register new employees
 Filing documents
 Verifying the Certificate
 Filing documents
 Sorting cvs’s according to trade of artisans
 Book of screening test

REASON FOR LEAVING: END OF CONTRACT 

SGB-CAPE KUSILE POWER STATION 
ADMINISTRATTION CLERK/ PAYROLL RUNNER 
DECEMBER 2016 TO FEBUARY 2022 

 Captured hours and sick notes

 VERIFIED SICK NOTES IN TERMS OF VALIDITY AND AUTHENTICITY
 Report suspicious doctors
 Ensure clocking machines are working
 Sent weekly timesheet on site every saturday
 Distributing pay slips on site
 Signing employees at the gate to enter
 Capturing and filing of leave forms
 Attending employee pay Queries
 Assisting employee with their access tags

Reason For Leaving End of Contract 

PRIMESERV (Delmas) 

RECRUITMENT ADMINISTRATOR/DATA CARPUTER/SITE ANGENT 
CURRENT 

 Verifying the certificates of all trades form their institution
 Capturing CVS’s of all trade on staff book (data base of the company)

and spread sheets
 (Typist)typing cv according to standard operation procedure
 Scanning documents
 Filing documents
 Sorting Cvs’s according to trade of artisans
 Inviting candidates for the interviews and screening



 
 Screening all artisan according to their trades 
 Calling candidates to find out whether they are still in a job market and 

their availability 
 Doing the reference check on staff book  
  

 
 

 Searching available applicants from Pnet job 
site 

 Accurately following instructions from superior 

ADMIN:  
 Handling incoming, outgoing, and internal mail 
 Coordinate couriers service and ensure waybill are filled accurately  
 Distribute and safely store and any courier parcel  
 Filing employees and client documents  
 photocopying, scanning and faxing documents  
 assist with signing employees’ contract 

SWITCHBOARD OPERATOR: 

 Answer all calls according to company's sop 
 Receive incoming calls and direct them correctly and efficiently to the 

relevant person 
 Provide information requested such as telephone numbers, contact 

people and directions or refer caller to appropriate contact 
 Record accurate and complete message for staff not available 
 Update and maintain extension list of all employees at branch and 

communicate to branch when updated 
 Handling querie 

 
 
 
 
SKILLS 
 

 Interpersonal skill 
 Multitasking skill 
 Typing skill 
 Communication skill 
 Problem solving  
 Time management 

 

 
 
 
 
 
 

 

  
 
 References 

  
Petros Myeni 
 
MRS. MERCY RAPUDI  
 
PAM MASHININI 

HR & IR Manager (SGB-
CAPE 
HR & IR OFFICER (EEZI-
WEL) 
 
HR ADMINISTATOR 
(SGB-CAPE) 

072931966/0726726824 
 
0784393174 
 
0734184730 
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