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Summary
Highly motivated and detail-oriented BCom Finance graduate with over 5 years of hands-on experience in the finance and administration sector. Skilled in financial analysis, reconciliation, reporting, and customer support. Proficient in financial modeling, accounting standards, and corporate finance, with strong analytical, problem-solving, and communication abilities. Proven record of improving efficiency, maintaining accuracy, and supporting organizational growth.
Skills.  
Excellent communication and interpersonal skills
Strong time management and organization
Microsoft Office Suite (Excel, Word, Outlook)
Financial software: Xero, Sage X3
Fast learner and adaptable
Strong attention to detail
Education
BCom Finance Degree – University of Johannesburg
Graduated: March 2015

Matric Certificate – Wendywood High School
Graduated: December 2011
Experience
Account Administrator – Interspares
January 2025 – Present
Administration and query resolution within the cell
Scheduling of meetings and minute keeping
Record keeping, archiving, and filing
Liaison with various internal and external stakeholders
Receiving maintenance queries and obtaining quotes where applicable
Following up on completion of maintenance jobs and forwarding invoices for payment
Handling insurance queries and reviewing policy coverage and excess
Updating system information and maintaining accurate data records
Receiving requests to check faulty electricity meters and coordinating replacements
Forwarding invoices to owners and distributing manual levy statements
Facilitating effective communication with property owners


Customer Support Associate – Quantanite, Sandton
April 2023 – December 2024
Managed administrative processes for operations
Resolved customer queries efficiently within agreed timelines
Delivered exceptional customer service exceeding expectations
Maintained organized filing systems for the operations department


Finance Administrator – Baithusi Trading, Johannesburg
May 2022 – March 2023
Captured daily reconciliations
Managed accounts payable and receivable
Prepared monthly financial reports
Maintained records of invoices and tax payments


Cashbook Clerk – Wits Health Consortium, Johannesburg
April 2021 – April 2022
Captured and reconciled local and forex bank accounts accurately and timeously
Conducted monthly credit card reconciliations
Assisted and liaised with the Grants team regarding reconciliations and reports
Imported financial data on Sage X3


Reconciliation Administrator – Stanlib, Johannesburg
July 2015 – December 2018
Conducted reconciliation processes to ensure transaction accuracy
Investigated and resolved variances and discrepancies
Reviewed data integrity of transactions
Prepared monthly financial reports
Managed clearing of outstanding items
Knowledge, Skills and Abilities
Excellent interpersonal and communication skills (written and verbal)
In-depth knowledge of the Sectional Titles Act
Strong accuracy, attention to detail, and numerical ability
Ability to meet turnaround times and understand cross-departmental impacts
Skilled in time, work, and stress management
Proficient in MS Office (Word, Excel, Outlook)
Confidentiality, tact, and discretion in handling sensitive information
References
Prince Lemau – Manager, Quantanite | 071 153 5296
Ian Van Heerden – Manager, Wits Health Consortium | 082 562 9121
Lynn Dinake – Manager, Interspares| 068 373 9612
