CURRICULUM VITAE OF LONDOLANI NELLY

Address: 137 MOGASE STREET, DIEPKLOOF ZONE 4, SOWETO, 1862
Contact: 072 856 1328 / 083 767 6078
Email: londolanimelly@gmail.com

PROFESSIONAL PROFILE

Results-driven and detail-oriented Administrative Officer and Supervisor with a National
Diploma in Business Management (NQF Level 6) from Capricorn TVET College. [ have over
three years of experience providing administrative, supervisory, and financial support in
both public and private sectors. My strong organizational and leadership abilities enable me
to manage office operations, coordinate teams, and ensure efficient documentation, project
coordination, budgeting, and stakeholder communication. I am passionate about
maintaining effective administrative systems and leading teams toward productivity and
operational excellence.

EDUCATION

National N Diploma in Business Management (NQF Level 6) | Capricorn TVET College
(2024)

Key Modules: Financial Accounting, Entrepreneurship, Business Management, Computer
Practice, Sales Management

Grade 12 Certificate (Matric) | Ndalamo Secondary School (2015)
Subjects: Tshivenda, English, Mathematical Literacy, Life Orientation, Geography, History,
Life Sciences

WORK EXPERIENCE

Administrative Officer & Supervisor | Hungasani Technical, Environmental and Projects |
Feb 2023 - Dec 2025

e Supervised and coordinated administrative staff, ensuring smooth daily operations.

e Oversaw document control systems, filing, and correspondence management.

e Planned and managed office budgets, monitored expenditure, and prepared monthly
financial reports.
Maintained HR records, leave registers, and assisted in payroll documentation.
Coordinated project logistics, meetings, and workshops for multiple departments.
Reviewed and approved procurement requests, invoices, and tender documentation.
Provided leadership support to management in project implementation and
reporting.

Field Worker | Ekurhuleni Municipality | Jan 2022 - Dec 2022
o C(Collected, verified, and reported accurate field data for municipal projects.
e Provided administrative support and assisted with financial documentation.
e Ensured timely and accurate submission of reports to senior officials.



Admin Clerk | Department of Education | Jul 2018 - Dec 2021

Processed invoices maintained financial and HR records, and assisted with payroll
data.

Handled petty cash requisitions, voucher books, and expense reporting.
Supported compliance and audit processes within the department.
Coordinated correspondence, filing, and document tracking.

SKILLS & COMPETENCIES

Administrative Supervision & Team Coordination
Financial Administration & Budget Management
Procurement & Tender Documentation

Petty Cash Management & Reconciliation

Advanced Microsoft Office Suite (Word, Excel, Outlook)
Strong Communication & Problem-Solving Skills
Confidential Record Management

Leadership & Staff Development

LANGUAGES

English (Fluent), Tshivenda (Fluent), Xitsonga (Fluent), IsiZulu (Fluent), Sepedi (Fluent),
Sotho (Fluent)

REFERENCES

Mr. Gezani Nkateko | Director - Hungasani Technical, Environmental and Projects
061 536 8005 | hungasanipty@gmail.com

Ms. Lekalakala Keleabetswe | Senior Manager - Ekurhuleni Municipality
011 333 0364 | keleabetswe.lekalakala@ekurhuleni.gov.za

Ms. Mashamba Maria | Principal - Department of Education
072 625 8937 | mariamashambab6@gmail.com
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