MAKHUVHA RINAE

Data Capturer | Administrative Assistant | Receptionist

Contact
Phone: 067 407 2393 / 082 861 2874
Email: makhuvharinae@gmail.com

Address: 395, Trouw street Pretoria 0002, South Africa

Professional Summary

Motivated and detail-oriented administrative professional with a Diploma in Business Administration
(specializing in Supply Chain Management). Proven experience in data capturing, office administration, and
customer service. Adept at managing records, coordinating meetings, and supporting daily office operations

with efficiency and professionalism.

Core Competencies

- Data Entry & Document Management

- Office Administration

- Reception Duties & Call Handling

- Scheduling & Diary Management

- Microsoft Office Suite & Digital Tools

- Team Collaboration & Time Management
- Supply Chain Fundamentals

- Logistics & Inventory Basics

Professional Experience

Data Capturer / Administrator

GDE Tshwane West District

Jul 2022 - Jun 2023

- Captured and processed data accurately into systems

- Typed and prepared weekly and monthly reports



- Managed filing systems (physical and digital)

MAKHUVHA RINAE
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- Controlled inventory of office supplies
- Handled telephone/email queries and greeted visitors

- Scheduled meetings, managed diaries, and arranged travel

Administrative Assistant

Mammburu Attorneys

Mar 2019 - Jun 2022

- Maintained attorney schedules and calendars

- Communicated with clients via email and calls

- Organized legal files and prepared legal documents

- Conducted research and provided general admin support

Administrator

Builder Ware-House

Jan 2019 - Feb 2022

- Assisted customers and handled in-store queries
- Entered and tracked customer orders

- Scheduled fitters and surveyors' appointments

Education

Diploma in Business Administration (Supply Chain

Management) Richfield Institute of Technology, 2019

Higher National Certificate in Supply Chain and Logistics Management
Oxbridge Academy, 2023

Matric (Grade 12)



Tshivhase Secondary School, 2016
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Languages

- English
- Tshivenda
- IsiZulu
- Sepedi

- Tsonga

References

MG Gaobepe
Deputy Director - Curriculum

Phone: 012 725 1207 / 071 570 3232

Mammburu N.W
Mammburu Attorneys

Phone: 079 255 4186 / 072 738 5886

Victor Gaonangalaa
Personal Assistant - GPEDU
Phone: 082 523 0585 / 012 725 3555



Reg No:2000/000752/07

Main Campus

292 Anton Lembede Street
Durban, 4001, South Africa
Private Bag X23

Umbhlanga Rocks, 4320
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RINAE MAKHUVHA
ID NO: 9708190486083
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Number : 22103595/CC052164 HEAD OF ACADEMICS
Awarded : March 2023 Oxbridge Academy

Oxbridge
Academy

effortless excellence in education

Oxbridge Academy (Pty) Ltd 2007/032672/07
We are registerad with the Department of Higher Education and Training as a Private College in terms of Section 31(6)(a) of the
Continuing Education and Training Act, 2006 (Act Ne. 16 of 2006). Registration No. 2009/FEQ7/070.
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»‘_ REPUBLIC OF SOUTH AFRICA

NATIONAL IDENTITY CARD

. Surname:
MAKHUVHA
Names
RINAE
Sex:

Naticnality:
RSA

° o .: identity Number:
5708190486083
Daie of Birth:
19 AUG 1997
Cauntry of Birh:

D RSA Signature:
f Status: '
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