
KHUTSO VERONICA SESHOKA 

Bonaero Park, South Africa 

📞 072 736 7330 / 063 678 2438 

✉️ veronicakhutso97@gmail.com 

🔗 LinkedIn: www.linkedin.com/in/khutsoveronica-seshoka-112638251 

 

PROFESSIONAL SUMMARY 

Enthusiastic, initiative-taking, and hardworking Business and Office Administration professional 

with hands-on experience across logistics, procurement, field service, HR, training, planning, 

production, and health and safety departments. Highly people-oriented, adaptable, and eager to 

continuously develop professional skills. Proven ability to work collaboratively in fast-paced 

environments while maintaining accuracy, organization, and strong communication. 

 

CORE SKILLS 

• SAP, D365, Passport 360 

• Microsoft Excel (VLOOKUP), Word, PowerPoint, Outlook 

• Learning Management Systems (LMS) 

• Office & Business Administration 

• Procurement & Logistics Support 

• Health & Safety Compliance 

• Data Capturing & Reporting 

• Switchboard & Front Desk Operations 

• Customer & Stakeholder Communication 

• Timekeeping, Payroll & Timesheet Administration 

 

WORK EXPERIENCE 

Business and Office Administration Intern 

FLSmidth | 2023 – 2025 

Field Service Department 

• Reconciled project hours and updated employee competencies on Passport 360 

• Updated proposals and project status tracking platforms 



• Booked training requests for personnel at customer sites 

• Scanned and maintained acceptance certificates, timesheets, and daily diaries 

• Prepared affidavits and distributed PPE to site personnel 

• Created project files and folders for site shutdowns and drawings 

• Requested site access for employees attending customer sites 

Logistics and Spares Department 

• Captured spare parts requests and compiled customer quotations 

• Liaised with technical experts to identify correct parts and part numbers 

• Obtained supplier quotations and assisted with purchase orders 

• Coordinated equipment and spare parts deliveries 

• Communicated order and delivery status updates to customers 

• Prepared delivery notes and labels, updated shipment documentation 

Procurement Department 

• Maintained procurement spreadsheets and SAP records 

• Processed approved requisitions and reviewed for accuracy 

• Expedited purchase order acknowledgements with vendors 

• Corresponded with suppliers regarding pricing, availability, and delivery 

• Assisted with administrative procurement processes 

Planning Department 

• Sent enquiries to suppliers and assisted with job pack creation 

• Opened sales orders and created purchase requisitions in Daphroh/SAP 

• Built cost sheets for smaller orders 

• Updated daily production meeting minutes 

• Assisted with SAP time confirmations and unplanned work steps 

Production Department 

• Reviewed and recorded timesheets and leave forms 

• Calculated overtime and actual working hours 

• Updated timesheet tracking registers and followed up on outstanding entries 

• Processed expense claims for weekend meal allowances 

• Managed PPE stock control and production files 

Training and HR Department 

• Coordinated new employee onboarding and orientations 

• Scheduled interviews, training sessions, and company events 

• Managed LMS user accounts and training schedules 

• Assisted with SETA registrations and training records 

• Captured departmental timesheets and maintained employee records 



• Maintained physical and electronic filing systems 

Health and Safety Department 

• Reviewed and audited safety files for compliance 

• Assisted with safety audits and compiled awareness communications 

• Conducted PPE stock takes and consolidation 

• Shadowed safety officer on site 

• Managed document printing, scanning, archiving, binding, and laminating 

• Coordinated courier services and IT asset capturing 

• Created purchase requisitions in SAP/Daphroh 

Switchboard & Administration 

• Managed front desk operations and directed visitors 

• Handled incoming calls, messages, and emails 

• Responded to internal and external enquiries 

• Coordinated courier services and document dispatch 

 

Educator Assistant 

Bonaero Park Primary School | 2023 

• Provided ICT support to teachers and learners 

• Assisted with Learning Management System (LMS) administration 

• Supported learners with schoolwork and online activities 

• Maintained attendance registers and learner records 

 

EDUCATION 

Diploma: Industrial Management Assistant (Industriekauffrau – DIHK) 

2023 – 2025 | Pending Graduation 

Business and Office Administration – Level 5 

Institute of Certified Bookkeepers | 2023 – 2025 

Computer Literacy Certificate 

Eyethu Computer College | 2019 

National Senior Certificate 

Kgakala Secondary School | 2015 



 

TRAINING & CERTIFICATIONS 

• HIRA (Hazard Identification and Risk Assessment) 

• Incident and Accident Investigation 

• Basic Firefighting 

 

REFERENCES 

FLSmidth 

Steve Parkinson – Training Manager 

📞 083 284 4991 

Nkosinokubongwa – Training Coordinator 

📞 071 568 00126 

Bonaero Park Primary School 

Phuthi Boshomane – Principal 

📞 084 564 0292 

 
 


















