 SIBONISO GLAMOUR MKHATSHWA
157 N Mokhehle Street, Mahube Valley Ext 17.   Pretoria, Gauteng,                       		     072 424 6717.	Email: sboglam27@gmail.com   	 LinkedIn: linkedin.com/in/siboniso-mkhatshwa
PROFESSIONAL SUMMARY
	SKILLS	
Billing and Invoicing
Database Entry
Filing
Microsoft Office
Interpersonal Skills
Time management
Customer follow-up
Data Analysis
	
Problem-solving Skills
Analytical Skills
Business Development Skills
Resource Utilization
Strategic planning
Forecasting and budgeting
Negotiation Skills

	EDUCATION
University of South Africa - Pretoria | Postgraduate Certificate 
Education Senior and FET Phase EMS Accounting, 04/2021
Vaal University of Technology - Gauteng | National Diploma 
Internal Auditing, 04/2018
Driekoppies Combined School - Mpumalanga | Matric 
Grade 12, 12/2011


Reliable and organised professional with experience in internal auditing support, administration, sales, and customer service. Strong in data entry, reporting, office coordination, client communication, and problem‑solving. Adaptable, detail‑driven, and committed to delivering high‑quality work in fast‑paced environments.

WORK EXPERIENCE
BOOKKEEPING- HYBRID
LedgerLegend Group | Mar 2025 – Dec 2025
· Processed invoices, receipts, and payments.
· Maintained filing systems for financial documents.
· Prepared and updated financial records for audits and reporting.
· Supported preparation of financial statements and management reports.
· Monitored cash flow and supported budgeting processes.

INTERNAL AUDITING TRAINEE
Majali Chartered Accountants Inc., Pretoria |Nov 2024 – Mar 2025
· Assisted audit teams with planning, fieldwork, and reporting.
· Performed audit procedures and documented findings according to training guidelines.
Supported business development activities and contributed to meeting reporting deadlines.
Communicated with clients to gather information and finalise audit requirements.
Identified internal control gaps and contributed to quality control assessments.


SALES CONSULTANT
African Bank, Pretoria Central |Apr 2023 – Oct 2024
· Assisted customers in‑branch and via telephone with financial products and services.
Monitored sales performance, analysed monthly trends, and supported marketing initiatives.
Conducted data analysis to track customer behaviour and product uptake.
Monitored competitor activity and market developments to support sales strategy.
ADMINISTRATIVE CLERK
Nhlangu East Project, Mpumalanga |Mar 2022 – Aug 2022
· Coordinated office operations to maintain an organised and professional environment.
· Supported reporting processes and contributed to improvements in business documentation.
Provided administrative support, research assistance, and staff communication.
Managed phone lines, scheduled tasks, and maintained accurate records.
EDUCATION ASSISTANT
Driekoppies Combined School, Mpumalanga |Dec 2020 – Apr 2021
· Supported teachers by managing classroom tasks, tracking attendance, and maintaining records.
Supervised learners in classrooms and common areas to maintain discipline and safety.
Supported lesson delivery and contributed to an inclusive learning environment.
Participated in professional development sessions and school programs.
Maintained an inclusive learning environment to enable students to gain maximum benefit from lessons.
REFERENCES
· Ms Shirley Ratlhagana.    : Senior sales consultant African Bank 
Contact                             : 073 659 1998
· Mr Bheki H Shabangu.     : Nhlangu east project chairperson
Contact.                            : 071 688 3343
· Dr Johannes Maseko.      : Financial accounting mentor 2014-2015
Contact.                            :016 950 9253
