SummaryAbout Me 
Date of birth: 1993/03/10
Gender:  Female
Email  : : kupapotego@gmail.com 
Phone : 0715289404 
Address: Stand No 7789
	: Extension 10
	: SOSHANGUVE
	: 0152
Nationality: South African 
Driver’s license: Code 10
Preferred language: English, Sepedi
Willing to relocate :yes
Availability: 7 Days 
Soft skills
· Data analysis
· Data capturing 
· Customer service orientation
· Interpersonal Skills
· Effective communication  
· Verbal and Written Skills
Hard skills
· Well organized and be able to prioritize work in an efficient manner.
· Providing high quality Customer Service.
· Good level of numeracy.
· Good at juggling tasks and prioritizing.
· Impeccable telephone manners.
· Resolving and managing queries to closure.
· Calm and composed under pressure and able to work to tight deadlines.
· Ability to work within a busy and demanding team environment.
· Able to work with minimum amount of supervision and on own initiative.
· Ability to communicate effectively with a wide range of customers.
· Proven aptitude for dealing with customer complaints.
· Dealing with customers Face to Face.
· Fully aware of the importance of data security and relevant legislation.
· Prospecting for sales leads.
· Able to identify and act upon potential sales opportunities.
· Always discreet in the handling of sensitive and confidential customer, staff or business data and information.

           POTEGO MASHIENYANE KUPA
		

An accomplished, professional, and highly skilled Administrative Assistant, Receptionist, and Customer Service provider with a proven track record of ensuring seamless operations in fast-paced office environments. With a strong ability to collaborate as an effective team member, I consistently meet deadlines while upholding the highest standards of office organization. My methodical and detail-oriented approach to work, coupled with a commitment to maintaining a positive and organized workplace, ensures optimal productivity and efficiency. 

I bring extensive experience in interacting with the public, both in person and over the phone, always going the extra mile to exceed expectations. As a dynamic, innovative, and communicative individual with an open mindset, I am driven to build a lasting legacy and serve as an inspiration to those around me. Passionate about self-improvement and making a meaningful impact, I am seeking a role within a company that offers substantial opportunities for both personal and professional growth—your company ideally aligns with my aspirations.

Secondary Education 
Institution		: Frank Mashile Secondary School
Grade passed    		: National Senior Certificate
Year obtained		: 2010

Tertiary Education 
Institution		: Sekhukhune FET College
Course    			: National Diploma in Financial
				  Management 
Year obtained 		: 2017

Work Experience
Company Name		: Phokwane Funeral Directors
Position			: Administration Clerck
Duties and responsibilities:
· Capturing new policies in the system.
· Prepare source documents by compiling and sorting information according to specific instructions provided.
· Punch information into pre-designated database or system and double check information to make sure it has been accurately punched in.
· Combine and rearrange data from source documents and transcribe given information into electronic formats.
· Check all completed work for accuracy and change any field that requires editing.
· Typing programs
· Filling all administration documents
· Performing and prioritizing a multitude of complex administrative duties
· Carrying out all assigned administrative duties
· Filling and retrieving documents
· Greeting and assisting visitors to the office in a courteous manner
· Answering phone calls and forwarding callers to appropriate staff members
· Delete incorrectly posted or obsolete data and re-enter correct information
· Filling reports and information in the correct places
· Capturing policy claims
· Capturing cash, society and funeral invoices
Filing Management
· Sort, organize and maintain office records accurately.
· Streamline document filing process always ensures their availability.
· Ensure all new documents and paperwork are filed and logged properly in the system.
· Handle all enquiries related to paperwork/documents.
· Index documents with numbers or codes before filing.
· Remove or discard outdated documents as per the company filing maintenance procedures.
· Manage all user requests related to document positioning, finding and retrieval.
· Maintain the record of the documents filed and removed.
· Inspect the filing section periodically to ensure records are categorized properly and are being maintained in good condition.
· Maintain a log of all outgoing files to ensure documents are returned on time.
· Digitize all necessary documentation and store it in electronic systems.
Data Capturing
· Gathering invoices, statements, reports, personal details, documents and information from employees, other departments and clients.
· Scanning through information to identify pertinent information.
· Correcting errors and organizing the information in a manner that will optimize swift and accurate capturing.
· Creating accurate spreadsheets.
· Entering and updating information into relevant databases.
· Ensuring data is backed up.
· Informing relevant parties regarding errors encountered.
· Storing hard copies of data in an organized manner to optimize retrieval.
· Handling additional duties from time to time.
Duration: 01 February 2016 –Nov 2025


Company Name		: M & M Engineering
Position			: Financial Administrator
Duties and responsibilities:
· Generating requests for proposals, quotes and enquiries.
· Preparing Financial Reports and Statements.
· Receipts of Invoices and Delivery Notes.
· Calculating and distributing employee’s salaries, Overtime, Bonuses and other compensations.
· Maintaining employees time register.
· Ensuring correct deductions for income tax and other benefits.
· Validate accuracy of data to alleviate inconsistencies.
· General Filling and Administration duties.
· Handling the minutes taking at meetings.
· Assist with contractor time and attendance.
· Assist the account payable department with timely processing and payment of invoices.
· Preparations of documentation for adjudication by the engineer.
· Maintenance of projects folders, uploading documentation.
· Following customer invoicing, monitor overdue balances and coordinate payment follow-up.
Duration: 03 November 2025- to present


References 
Name		: Mrs Phasha Tlakale
Position	: Teacher
Company name	: Frank Mashile Secondary School
Contacts	: 072 145 5409

Name		: Mrs. Mogadime Marantho Gladys
Position	: Branch Manager
Company name	: Phokwane Funeral Directors
Contacts	: 013 264 0105/ 082 229 9065


Name		: Mr. Nathan Rhys
Position	: Draughtsman
Company name	: M&M Engineering
Contacts	: 013 004 0089/062 676 1708





Further Information, detail or document will be provided with pleasure on request.

Declaration
I hereby give my consent to keep my CV and contact me for any future opportunities in your organization.
