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Proﬁle
Accomplished Administrator with a proven track record at Capago International, adept in oﬃce administration and problem-solving. Excelled in enhancing data conﬁdentiality and client relations, streamlining processes for eﬃciency. Demonstrates strong time management and communication skills, signiﬁcantly improving operational workﬂows.
Skills


Oﬃce administration Data conﬁdentiality Time management Data analysis
Recordkeeping and ﬁle management Problem-solving
Help desk tickets Bookkeeping

Project management Customer/Client relations Reception desk management Verbal and written communication Call redirection
Scheduling appointments Front desk operations

Employment History


Capago international | Sandton
Visa Administrator
03/2023 - Current

Basic invoicing Assist walk-in clients
Book clients on the ERP5 system Taking applications
Help clients on the France website to do the online form
Quality check applications on the system before going to the consulate Assist on doing biometrics
Receive the passports that are couriered
Maintaining ﬁle system according to client's citizenship
Identiﬁed areas for improvement, narrowing focus for decision-makers in making necessary changes.
   Selling travel insurance for client's



Department of Roads and Transport | Johannesburg Secretariat, evaluation Admin Oﬃcer
 10/2019 - 02/2022

Handling conﬁdential document's
Public Regulatory Entity, at Department of Roads and, Supervision of the recording of the Public Regulatory Entity meeting
Supervision and maintenance of electronic and manual ﬁling system of incoming and outgoing applications
Supervision of Public Regulatory Entity Queries Report on weekly and monthly reports
Report on the adjudicated stats monthly
Creating dummy ﬁles for damaged or lost applications
Liaise with drivers and facilitate delivery of conﬁdential client's ﬁles Verify adjudicated operational licenses approved or declined

Minute Taking Skills PRE-Receptionist
Handling queries and complaints via telephonically, emails and general correspondences
Transferring calls as necessary Receiving and dispatching deliveries Assist with emails as required
Taking and ensuring messages are passed to the appropriate staﬀ members on a timely basis
Welcoming the clients and signing them on the register Monitoring and walk-ins


Department of Social Development | Johannesburg, Admin Officer
06/2018 - 05/2019

Participating in the development implantation and maintenance of system and tools for monitoring and evaluation
Render support in compilation of quarterly report
Reﬂecting progress on key performance indicators for various stakeholders Conduct region program of action veriﬁcation process of performance information monthly
Undertake quarterly veriﬁcation on report information against sources documentation and assist in developing and coordinating improvement plan for underperforming programs
Compiling of accurate, valid and detailed programs performance report Adherence to data quality and accountability control processes Updating and populating veriﬁcation template with the correct details
Initiate communications with NGOs to follow-up on the veriﬁed programs Minute taking and records management



Protea Glen Clinic Administrator and Data 01/2018 - 05/2018

E-Health capturing of clients on the system according to their ﬁles numbers and telephone bookings
Managing incoming and outgoing calls Assisting on monthly stats
Creating an accurate spreadsheet, entering and updating information into relevant databases and ensuring data is backed up.



Workforce Staﬃng | Park town Administration Assistant 01/2017 - 12/2017

Typing and formatting correspondence and documentation in MS word Managing and maintaining eﬃcient ﬁling system
Screening calls and dealing with telephonic enquires on behalf of the Executives
Creating and updating relevant spreadsheets in MS excel Arranging meetings, agenda, venue and technical equipment's Receiving guest for meeting and signing them on the guest book Creating and implementing quality processes
Creating an accurate spreadsheet, entering and updating information into relevant databases and ensuring data is backed up
Admin and Tutoring at Boys and Girls Club in South Africa NPO

Education
Vaal University of Technology
Post Graduate Diploma in Higher Education
11/2019

University of Johannesburg
Bachelor's Degree in Public Management and Governance
11/2016
Reasoma Secondary School | Soweto
High School Diploma
12/2012
Certiﬁcations
Level ﬁve - Customer Service through Batho Pele, 02/01/19 DRIVERS LICENSE CODE 10 (C1)
References
References available upon request.
