Nokuthula Precious Ndlovu 
 Johannesburg, Gauteng, South Africa
 079 531 6751 | 082 406 9669
 nokuthulandlovu717@gmail.com
 linkedin.com/in/nokuthula-precious-ndlovu-403582274


Professional summary 

I am a results-driven Operations, Administration, and Customer Support Professional with over 5 years of progressive experience in retail management, administration, customer service, staff coordination, and operational control. I have grown my career from entry-level roles into leadership positions through consistency, accountability, and strong attention to detail.

I have hands-on experience in administrative support, payroll preparation, staff onboarding, compliance monitoring, reporting, investigations, and KPI management, alongside daily customer and stakeholder engagement. I work confidently with systems, data, and processes, and I am comfortable operating independently in structured, high-pressure environments. I am now seeking an opportunity within a corporate, administrative, customer support, or store management environment where I can contribute value while continuing to grow professionally.

Fluent in English, isiZulu, isiXhosa, and Sesotho.


Core skill and competencies 


• 
• 

Administration & Office Support

Customer Service (Inbound & Outbound)

Payroll Preparation & Staff Records

Staff Onboarding & Training Coordination

Health, Safety & Compliance Monitoring

Store & Operations Management

Investigations, Accuracy & Quality Control

KPI, SLA & Performance Tracking

CRM & System Data Updating

Reporting, Documentation & Filing

Cash Handling & Financial Controls

Microsoft Office (Excel, Word, Outlook)

Time Management & Multitasking



Professional experience 

Econo Foods –  Norkem park, South Africa
Store Manager | June 2025 – 2 January 2026

Managed end-to-end store operations, ensuring smooth daily administration and service delivery.

Oversaw staff onboarding, including documentation, system setup, induction, and role training.

Prepared and verified payroll inputs, attendance records, leave tracking, and staff schedules for submission in line with company processes.

Ensured strict health, safety, and hygiene compliance, conducting daily checks and addressing risks promptly.

Handled customer queries, escalations, and issue resolution with professionalism and discretion.

Conducted investigations into stock discrepancies, shrinkage, and operational risks, compiling accurate reports.

Maintained financial controls, including cash handling, banking, reconciliations, and reporting accuracy.

Monitored KPIs, service levels, and operational performance against company standards.

Maintained accurate records, reports, and administrative documentation.


Reason for leaving:
Resigned to pursue opportunities better aligned with my long-term career goals in administration, customer support, and structured corporate environments. I left on good terms after ensuring a smooth handover.


Econo Foods – Alberton, South Africa 
Assistant Store Manager | November 2024 – May 2025

Supported store administration, compliance, and customer service operations.

Assisted with staff scheduling, attendance monitoring, onboarding support, and training coordination.

Performed daily stock counts, reconciliations, and system updates, improving accuracy and reporting.

Supported health, safety, and hygiene standards across the store.



PNA – Various Locations, South Africa

Store Manager – Newmarket | May 2024 – October 2024

Managed daily store operations, staff performance, and administrative reporting.

Achieved up to 120% of monthly sales targets while maintaining compliance and stock accuracy.

Reduced shrinkage through improved controls and monitoring.


Assistant Store Manager – Cresta | November 2023 – April 2024

Supported operational administration, customer escalations, and staff supervision.

Assisted with reporting, scheduling, and stock management.


Supervisor – Mall of the South | November 2021 – October 2023

Supervised daily floor operations, audits, and service standards.

Conducted daily team briefings and coached staff on compliance and customer service.


Shop Assistant | March 2021 – October 2021

Provided customer service, stock replenishment, and sales support.
Edcon – South Africa

Stock Associate | February 2019 – March 2020

Managed stockroom inventory, goods receiving, and system data capturing.

Ensured accurate record-keeping and administrative support to operations.
Reason for leaving: Company closure.


Euro gold – South Africa

Warehouse General Worker | March 2017 – June 2017

Assisted with receiving, organising, and dispatching stock accurately.
Reason for leaving: Returned to complete education.


Education and certification

UNISA – Bachelor of Education (Mathematics & Science, Intermediate Phase) (In Progress)

iCollege – Contact Centre Support, NQF Level 3 (2017–2018)

Richfield Graduate Institute of Technology – End User Computing, NQF Level 3 (2019)

Leshata Secondary School – Matric (Bachelor’s Pass), 2014



References 


Thembi Mbambo – Store Manager, Econo Foods
 063 225 6791

Ms. Talitha – Former Manager, PNA Mall of the South
 011 432 8338

Ms. Tumie – Manager Trainer, PNA
 072 549 2815

Ms. Nontobeko Hlatshwayo – Lecturer, iCollege
 073 365 3346

Ms. Rashida Phipps – Manager, PNA Cresta
 010 015 5097 | 060 564 8787


