Onthatile Mokoena
Mabopane, Pretoria 0190
Cell:0655604000
Email: Onthatilemokoena76@gmail.com

PERSONAL PROFILE

I am a first-year Social Auxiliary Work student at UNISA with a strong passion for helping and supporting

people. | am a caring and compassionate individual who values kindness and service to others. My original
dream was to become a teacher, which reflects my deep interest in guiding and uplifting others. | have also
completed a 6-month short course in Computer Literacy (Administration), which has equipped me with
valuable administrative and digital skills. | am committed to building a career in the social services field and
hope to grow professionally as | gain more experience and knowledge.
EDUCATION
Current:Social Auxillary work at unisa
Majors: Anthropology in diverse world.
Language through an African lens.
Integration of theory and practice.
2017-2021: National Senior Certificate, Pelotona secondary school
Subjects:1.Tourism
2.Geography
3.Mathematical Literacy
4 History
5.English

WORK EXPERIENCE
Organization:city of Tshwane
Period:March 2024-March 2025

Position:Office administration

Duties:Administration and taking calls and setting up meetings.
End date:20March 2025

Reason:Contract

SHORT COURSE

2022: Short course in office administration.

SKILLS

Languages

English (fluent),

Office administration

¢ Proficient Microsoft skills including MS Word, Excel and PowerPoint

e Office work


mailto:Onthatilemokoena76@gmail.com

e Filing

e Typing master

REFERENCES

Name:George Ngobeni

Role:Supervisor

Institution:City of tshwane

Cell:079 058 5537

Name:Motshidisi Modiselle

Role :lecture

Institution:Avuxeni computer academy
Cell:071 547 2098
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Date of Issue: 19062023 Certificate No: MAB2023C 1578

COMPUTER ACADEMY
WE CARE, WE SHARE.

erttftmte

ICT Office Administration
Skills Programme 6
This is to certify that
Mokoena Onthatile

ID No:

030902 1020 081
Has been found competent in the following

Accredited Training Provider

Unit standard ID Credlts
Opes=ie 3 parsonal Compuisr sysiem 116932
Descbe the concepts of information and Communication Technology (ICT) and 117925 03
e use of is components i 2 healffhy and salé manner
Monsior and conirol the mainienance of office equipment 13931 04
Describe the appiicaton and effiect of Information and Communication Technologies (ICT) on socety 117928 05
Menagng fles n 2 (GUT) environment 17867 03
Use genenc funciions in 2 Graphical User Interface GUI environment 258883 04
Develop and use Keyboard Sidls 1o enter exd 357 04
Use 2 Graphical User Intediace (GUI-based word processor to arealte and edit documents 116938 04
Use 3 Graphical User interface (GUI-based word processor to format documents 117924 05
\Use 2 Graphical User Interface (GUI-based word processor to enhance a document through 119078 05
e use of Tables & Coumns
Jse 2 Graphcal User inferface word processor to create merged Documents 116942 1]
Use a Graphical User Inferface spreadsheet applicalion to creale & edit spreadsheets 116937 04
Use 3 Graphucal User Intesface (GUI)-based spreadsheet appiication 1o solve a given problem 116940 06
Jse 2 Graphical User Inferface (GUI)-based spreadsheet applicaion. enhance the functionality and 16943 03
apply graphsicharts 10 a spreadsheel
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presentagion acconding 10 2 given ,
Use 3 Graphical User Interface (GUI)-based presentation application to enhance a preseniation appearance 116830 05
Use elecironc mad o send and recerve messages 116945 [17]
Enhance. edit and organise eleciionic messages using 16935 02
a Graphical User Interface (GUI-based messaging application
Jse 3 Graphical User Interface (GUIHbased web browses i search the intemet 116931 04
Demonstrate an understanding of the principles of the inlemel and the World Wide Web 15391 1<)
Develop adminstrative procedures in 3 selected organization 110003 08
Demonsirate and explan the importance of deportment in the workplace 377500 17]
Process incoming and outgong telephone calls 14348 03
Funchion n a busmness envionment 10622 (.}
Conduct communication within a business envisonment T8 04
Total credits earned for ICT Office Administration Programme 6: 77
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