 CURRICULUM VITAE 

	 	 	 	 	 	 
PERSONAL DETAILS 

	Name 	 
	: Loraine Selaelo 

	Surname 	 
	: Mahasha 

	Date of birth 
	: 10 March 1986 

	Gender 	 
	: Female 

	Contact details 
	: 0794065172/ 0672353026

	Email Address 
	: lorainemahasha@yahoo.com 

	Location 
	: Johannesburg

	Drivers Licence 
	: Code 10 

	Own Vehicle 
	: Yes 



 	 	 	 	 	 	  
SKILLS

· Proficiency in relevant systems such as ERP/WMS, Dealer Management Systems (DMS), claims management platforms, and MS Office Suite (Excel, Word, Outlook).
· Strong attention to detail and accuracy in data entry, reporting, and documentation.
· Excellent organizational and time management skills with the ability to prioritize multiple tasks in a fast-paced environment.
· Problem-solving ability to identify discrepancies, resolve queries, and improve processes.
· Effective verbal and written communication skills for engaging with customers, suppliers, insurers, and internal teams.
· Customer service orientation with a professional approach to handling queries and complaints.
· High level of integrity and confidentiality when handling sensitive information.
· Adaptability and flexibility to manage diverse responsibilities across operational, compliance, and administrative functions. 
 




 	 	 	 	 	 	 
EDUCATION

	School 	 	 
	: Renew a Skill

	Course
	: Stores and Warehousing: Inventory Control 

	Year  	 	 
	: 2024

	
	

	School 	 	 
	: NOSA College

	Course
	: First Aid Level 1 

	Year  	 	 
	: 2023

	 	 	 	 
	 	 	 

	School 	 	 
	: Academy of York

	Course
	: Business Admin and Secretarial Procedures 

	Year  	 	 
	: 2013

	
	

	School 	 	 
	: Kumalo Green College

	Course
	: The Professional Receptionist 

	Year  	 	 
	: 2012

	
	

	School 	 	 
	: Alexasan Kopano Educational College

	Course
	: Computer Course 

	Year  	 	 
	: 2010

	
	

	School 	 	 
	: Jeppe College 

	Course
	: Matric

	Year  	 	 
	: 2005


 
	 	 	               	 	 
WORK EXPERIENCE  

1. Company 	: Sort Fulfilment
 
Position 		: Warehouse and SHE Administrator
Period		: August 2017 – current
Duties  	 :	 	
 
Warehouse Administration
· Maintain accurate inventory records, perform cycle counts, and reconcile variances.
· Coordinate inbound and outbound shipments and verify documentation, 
· Prepare and file all warehouse documents (GRNs, dispatch notes, stock count sheets, inventory reports).
· Support warehouse layout optimization and stock location control.
· Supervise or coordinate with warehouse staff on task scheduling and adherence to safety rules.
· Track maintenance schedules for warehouse equipment and material handling assets.

SHE Administration
· Implement and maintain SHE procedures, registers, and documentation.
· Coordinate risk assessments, incident reporting, and corrective action tracking.
· Organize SHE training, inductions, toolbox talks, and emergency drills; maintain training matrices.
· Schedule and document safety inspections and audits; monitor closure of findings.
· Maintain SHE statistics and compile monthly compliance reports.
· Administer legal appointments, SHE committee records, and meeting minutes.
· Manage PPE procurement, stock control, and compliance checks.


2. Company	: Innovation Group Pty Ltd 
 
Position	 : 	Insurance Claims Administrator     
Period		: August 2017 – June 2022
Duties  	 : 
 
· Process invoices accurately and ensure timely collection. 
· Investigate and resolve customer invoice and payment-related queries promptly. 
· Provide support and guidance to customers regarding payments and account status. 
· Handle inbound and outbound calls professionally, ensuring customer needs are met. 
· Respond to customer inquiries over the phone and provide accurate information. 
· Respond to emails and manage office correspondence efficiently. 




3. Company	: Innovation Group Pty Ltd 
 
Position	 : 	Dealer Management Administrator 
Period		: July 2013 — July 2017 
Duties	 :	 
 
· Maintain and update dealer information in the Dealer Management System (DMS) accurately. 
· Validate dealer compliance with contractual obligations, brand standards, and regulatory requirements. 
· Monitor dealer performance metrics (sales, service levels, CSI scores) and prepare regular performance reports. 
· Coordinate dealer onboarding, including system setup, training schedules, and documentation. 
· Support audits by maintaining complete and accurate dealer files for compliance checks. 
· Manage dealers in accordance to BBBEE requirements 
· Facilitate the BBBEE verification process annually 
 
 
 
 	 	 	 	 	 	 	 	 	 
REFERENCES 

1. Sort Fulfilment
Miss Pamella Mwale (Supply Chain Manager)
CELL: +27 (0) 78 324 8067 
 
2. Innovation Group Pty Ltd 
Miss Keletso Lesala (Team Leader) 
Tell: +27 (0) 11 790 6324 
CELL: +27 (0) 83 267 4062 
3. Innovation Group Pty Ltd 
Miss Unathi Rulashe (Senior Supply Chain Manager) 
Tell: +27 (0) 11 790 6331 
Cell: +27 (0) 82 520 7425 
 

1 | P a g e 
 
1 | P a g e 
 
4 | P a g e 
 
