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Seasoned and committed HR ProfessionaI seeking an HR Assistant role to apply my expertise in
talent acquisition and onboarding. During my internship at Bidvest Prestige, I honed my skills by
posting over 30 job advertisements, scheduling more than 50 interviews, and assisting with the
orientation of over 40 employees. I am a proactive individual dedicated to helping organizations
attract and retain top talent.

PROFESSIONAL SUMMARY 

Bidvest Prestige
HR Intern (January 2024 - June 2025)

During my time at Bidvest Prestige, I gained valuable experience as an HR Intern. I assisted with
training and development by helping to set up training sessions and workshops, tracking
attendance, collecting feedback, and preparing training certificates and materials. As a General
Administrator, I was responsible for drafting HR letters such as confirmation of employment and
warning letters. I also helped new hires complete their paperwork and ensured proper
documentation for all HR duties. A key part of my role involved talent acquisition, where I posted
job openings on various job boards and the company website, screened resumes, and scheduled
interviews. I also played a part in the on-boarding process for new hires.

Outsurance
Sales Agent (January 2021 - December 2021)

In my role at Outsurance, I worked as a Sales Agent. My main responsibility was to introduce
funeral cover to potential clients. I explained what funeral insurance is and highlighted its
importance by discussing the emotional and financial burdens families face when a loved one
passes away without coverage. I explained the benefits of the different plans, helped clients
choose the best option for their needs, and handled the application process.

Hello Store
Merchandiser (November 2020 - June 2020)

As a Merchandiser at Hello Store, I was responsible for monitoring stock levels and ensuring
products were placed in their correct locations throughout the store. I also set up displays and
promotional signage to attract customers. I regularly replenished shelves with products and
analyzed sales data to understand which products were performing well.

I completed my Matric in 2019 at Bhekisizwe High School. In 2023, I obtained my N6 in Human
Resources and Management from Central Johannesburg College.

I am proficient in the Microsoft Office Suite, including Excel, PowerPoint, Word and D365.

PROFESSIONAL EXPERIENCE

FORMAL EDUCATION

PROFESSIONAL EXPERTISE



Lerato Mofokeng: Senior Manager, Learning & Development, Bidvest Prestige
Email: LeratoM@presclean.co.za, Phone: 0872859041
Thandokuhle Makhoba: Flight Inspector, South African Civil Aviation Authority
Email: tmakhoba365@gmail.com, Phone: 0664702824

REFERENCES

I possess strong communication and interpersonal skills, and I am adept at time management.











Nosimilo Kate Mtshali

Introduction to MS Excel

22nd June 2025

Certificate code : 8502631




