CURRICULUM VITAE OF KOENA BRILIANT SETUMU

ADDRESS
2328 OR TAMBO STREET
TSWELOPELE X5
TEMBISA
1632
Email Address: setumubriliant@gmail.com
Cell Number: 082 862 1570

PERSONAL INFORMATION

Surname		: Setumu
Full Names					: Koena Briliant
Date of Birth					: 17/02/1992
Gender					: Male
Home Language				: Sepedi
Other Languages				: English
Marital Status	     : Single
Health Status					: Good
Driving license				: C1 (PrDP)
Criminal Record				: None
Nationality					: South African

EDUCATION

School Name					: Tshwane South TVET College
Qualification					: Management Assistant N4, N5, N6
Year Obtained				: 2019

School Name					: Ekurhuleni West TVET College
Qualification					: Certificate in Management NC(V)
Year Obtained				: 2016

School Name					: Boetse Secondary School
Highest Grade Passed			: Grade 12 
Year Passed					: 2010

SKILLS

· Excellent communication
· Great interpersonal skills
· Good client service

· Time Management
· Data entry
· Customer care 
· Adaptability
· Computer literacy
· Attention to detail 
· Excellent telephone etiquette

EXPERIENCE

Employer			: Tshwane South TVET College
Position			: Management Assistant Intern (Secretary Assistant)
[bookmark: _GoBack]Period				: 24 February 2024 – 31 August 2025

	DUTIES



· Providing a secretarial/receptionist support to the manager: receives telephone calls and directing inquiries
· Providing a clerical and administrative support to the manager: produces agendas and records basic minutes of the meetings of the manager where required
· Typing of documentation: confirmation/personalised letters, testimonials for students, quotations for students’ fees, memorandums and submissions
· Providing administrative support: helping secretary with controlling documents, booking of the venues for internal and external clients 
· Scanning, copying, filing and organising documents
· Managing fleet of the campus
· Managing schedules/diaries and appointments: managing calendars and scheduling meetings and appointments 
· Performing other tasks under the request of the supervisor
· Attending to incoming and outgoing emails/calls and transfer calls to relevant extensions 

REFERENCE

Contact Person			: Ms Marvellous Makhubele
Relationship				: Campus Secretary
Company Name			: Tshwane South TVET College
Tel					: 012 660 8506

Contact Person			: Mr Willy Mogodi
Relationship				: Student Support Service Manager
Company Name			: Tshwane South TVET College
Tel					: 012 660 8585

Contact Person			: Mr Xolani Mhlanga
Relationship				: Lecturer
Company Name			: Ekurhuleni West TVET College
Cell Number				: 076 722 9600 
