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Nozipho Patience Gazu 
Cirriculum Vitae 


 
PERSONAL DETAILS: 
	Name: 	 
	Nozipho Patience  

	Known as:  
	Nozi 

	Surname: 	 
	Gazu 

	Nationality:  
	South African  

	Languages:  
	English, Zulu & Sotho 

	Address: 	 
	No. 59 3rd Avenue, Highlands North, Johannesburg 

	Mobile: 	 
	071 153 8036 

	Email: 	 
	noziphoqho@gmail.com 


 

 
PROFESSIONAL SUMMARY: 
 
I am a dedicated, compassionate and hardworking Finance Administrator and Investment Operations professional with over 13-years’ experience in financial administration, investment administration and client service. While I’m currently completing a temporary contract following my recent role at Howard Joel and Company, I'm now seeking a permanent role where I can offer my expertise and my commitment to a community driven team. I am a fast learner with a commitment to excellence in fast-paced environments. 
My experience spans across roles as Finance Administrator, Business Improvement 
Specialist, Trade Processing Administrator and Trade Processing and Settlement Administrator with hands-on experience across multiple financial & accounting systems and banking platforms. 
My strengths include cash flow management, payments processing, bank reconciliations, journal processing, trade processing, interest schedules, client query resolution and ensuring operational accuracy & compliance. 

 
EDUCATION 
	Name of institution: 
	Durban Institute of Technology   

	Education:  	      
	National Diploma in Financial Accounting  

	Year obtained: 	      
 
	2003 

	Name of high school: 
	Vukile High School 	 

	Qualification: 	 
	Grade 12 (Matric) 

	Year obtained: 	      
	2000 


 
Short Courses: 
Courses: Certificate in Financial Markets; Advanced Financial Markets; master’s in financial Markets 
 
Year: 2011 
 
 

 
EMPLOYMENT HISTORY 
Current Employer: 
Howard Joel and Company
Job Title:
Personal Assistant 
Duration: 20 December 2025 – 20 March 2026
Duties & Responsibilities :
· Managing CEO’s diary, taking messages, responding to her emails,assisting with VAT201,updating  companies information for all the companies that we provide tax services on our system. 
· Responsible for SARS deadlines and ensure all employees timesheet are captured on Xero.
· Responsible for proposals on Xero and Ignition 

Previous Employer:           PricewaterhouseCoopers  
Job title:                              Finance Administrator 
Duration:                             February 2025 – July 2025 
Reason for leaving:           Temporary position 	 
 
Duties & Responsibilities include: 
· Audited claims expenses, cash advances and forex transactions on Oracle to ensure accuracy and compliance. 
· Engaged and followed up with employees regarding outstanding or overdue cash advances to maintain accountability and minimise financial risk. 
· Created and maintained new client profiles on Oracle, ensuring accurate data capturing and alignment with internal financial systems. 
· Processed accounts payable invoices with precision, ensuring accuracy, completeness, and timely posting. Ensuring all supporting documents are uploaded. 
· Reconciled forex accounts,cash advances, and all related expenses, identifying variances and resolving discrepancies promptly. Processing and reconciling VAT 201 on Xero  and SARS website. 
 
 
 
Previous Employer:            Kula Partners 
Job title:                               Business Improvement Specialist 
Duration:                              June 2022 – March 2024 
Reason for leaving:             Contract Position 	 

 
Duties & Responsibilities: 
· Attended client meetings in person and via Microsoft Teams, documenting detailed and accurate minutes. 
· Conducted system testing and verified that product configurations aligned with client requirements and specifications. 
· Logged testing issues with the product setup team, monitored progress, and ensured all system discrepancies were resolved timeously and with no outstanding gaps. 
· Trained clients on system usage, including adding members and dependents, lodging and assessing claims, authorising claims, allocating debit orders, and generating system reports. 
· Developed customised training manuals aligned to each client’s operational and reporting needs. 
· Prepared training agendas, maintained training registers, and collected client feedback to improve future sessions. 
· Resolved client queries promptly and performed general administrative duties to support smooth operations and client satisfaction. 
· Checking investments withdrawals, FICA documents and sending it to my manager.
· Updating company information on Google Sheet ( Directors details, FICA documents, beneficiary certificates, resolutions , meetings and annual financial statements.
 
  
Previous Employer:           Salvation Army 
Job title:                              Finance Officer 
Duration:                             July 2019 – September 2020 
Reason for leaving:            Went back to KZN again to look after deteriorating mother  
 
Duties & Responsibilities: 
· Managed cash flow by monitoring available funds, alerting the CEO when additional cash was required, and recommending investment of surplus funds. 
· Handled daily banking activities, including bank reconciliations. 
· Processed internal and external payments, ensuring accuracy, compliance, and timely execution. 
· Prepared payment requisitions and ensured all payments were verified, signed, and approved and share proof of payments with internal and external stakeholders. 
· Assisted with salary administration and built strong, trust-based relationships with internal teams and external partners. 
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Previous Employer:          Standard Bank 
Job title:                             Trade Administrator 
Duration:                            July 2016 – November 2017 
Reason for leaving:           Went back to KZN to look after ailing mother 

 
Duties & Responsibilities: 
· Processed the full spectrum of investment transactions, including unit trusts, equities, money markets, bonds, derivatives, futures, close-outs, private placements and multimanager trades.  
· Submitted SWIFT instructions and payment files to custodians. 
· Signed off payments, monitored short-fund positions and ensured accurate and timely cash processing. 
· Managed close-out settlements and performed daily mark-to-market updates. 
· Handled account and query management, consistently building and maintaining strong relationships with internal teams, custodians, fund managers, and clients. 
· Captured withdrawals and contributions, submitted SPX pricing, and performed daily reconciliations. 
· Completed daily operational checklists to ensure all trades were matched, settled, and any discrepancies or queries were resolved promptly. 
 
 
Previous Employer:         Stanlib 
Job title:                            Trade Processing & Settlement Administrator 
Duration:                           October 2009 – June 2016 
Reason for leaving:          Career growth 
 
Duties & Responsibilities: 
· Processing unit trust, equities, money markets, bonds, derivatives, futures, close outs, private placements, multi manager trades and sending swift, payments to the custodians.  
· Signing off payments, short funds, payments and cash processing.  
· Settling close outs and market to market.  
· Accounts and queries management, building and maintaining good relationship with internal and external clients  
· Capturing withdrawals, contributions, sending SPX prices and reconciliation  
· Checklist to make sure all trades are matched and queries resolved for the day Previous Employer:         ABSA 
Job title:                            Cash Management Clerk  
Duration:                           December 2007- August 2009 
Reason for leaving:         Career growth 

 
Duties & Responsibilities: 
· Signed off payments and processed both internal and external transactions with accuracy and compliance. 
· Prepared and processed journals and completed interest schedules, ensuring timely submission to clients. 
· Managed client and internal queries, providing efficient resolutions and performing general administrative duties to support smooth financial operations. 
 

 
SKILLS & COMPETENCIES 
· Strong attention to detail 
· Good communication skills (verbal & written) 
· Problem-solving  
· Time management & ability to work under pressure 
· Relationship building & stakeholder management 
· Customer service skills 
· Training Skills 
· Finance, Insurance and Investment Skills 
 
COMPUTER SKILLS 
Microsoft Office Suite: Microsoft Word; Microsoft Excel; Microsoft Outlook; Microsoft PowerPoint. 
Financial & ERP Systems: Pastel; Sage; Oracle; GreatSoft; Ignition; Xero; SARS;MDA (Property Expense Allocation). 
Investment & Insurance Systems: LISP (Unit Trusts); Hyport (Investments); Nutron (Investments); BDA (Investments); OWLS (Insurance). 
 

REFERENCES 
	Name 	& 
Surname 
	Company 
	Role 
	Contact Details 

	Noko Ngoetjana 
	Pricewaterhouse
Coopers 
	Finance 
Manager 
	noko.ngoetjana@pwc.com 
011797 4000 

	Wynand Steyn  
	Kula Partners 
	CEO  
	wynand@kulaparners.co.za 
082 409 1016 

	Givemore Gwara  
 
	Salvation Army 
	Finance 
Manager 
	gwara@salvationarmy.org 
084 521 0685 

	Radia Ismael   
 
	Standard Bank 
	Investment 
Manager 
	radia.ismael@standardbank.co.za 
081 526 6205 

	Anita DeSousa  
 
	Stanlib 
	Investment 
Manager 
	anita.danita.desousa@stanlib.com 
072 450 0550  
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